Cover: AMA annual meeting and election of officers 


e@ How computers can help create their own programs 
e@ Three major conferences slated for this month and next 
e@ Matching people and jobs: a scientific approach 
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IN THE NEW, 
EASY-TO-OPEN 
CARTON! ; 

Your first trial op NEKOOSA MASTER-LUCENT will tell you that 
here is a master paper designed to meet your most exacting direct- 
print requirements. Nekoosa Master-Lucent makes copies faster 
because light passes through faster. Nekoosa Master-Lucent is 
stronger to withstand erasures and constant handling. And you always 
get clean copies because Nekoosa Master-Lucent is made clean in 
America’s most modern paper mills. Available from your Nekoosa 
paper merchant in a variety of standard sizes for all office needs. 


Nekoosa Master-Lucent comes . 
in the easiest-openi ca 
aorgnbage fo anomnen” Wehoosa. *** 


convenient tear-strip and the 
carton top is off in a jiffy! dy the makers of... NEKOOSA BOND © NIKOOSA LEDGER © NEKOOSA MIMEO 
NEKOOSA DUPLICATOR © NEKOOSA MANIFOLD 


NEKOOSA-EDWARDS PAPER COMPANY ° PORT EDWARDS, WISCONSIN 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. 
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LONG DISTANCE RATES ARE LOW 


Here are some examples: 


Boston to New York . . ... . « 75¢ 
Des Moines to Minneapolis . . . . . 85¢ 
Phoenix to Los Angeles,. . . . . $1.10 
St. Louis to Denver. . . . . . . $1.60 
San Francisco to Washington, D.C. . $2.50 


These are the daytime Station-to-Station rates for the 
first three minutes. They do not include the 10%, federal 
excise tax. 


CALL BY NUMBER. IT’S TWICE AS FAST. 


Are your communications 


geared for profit ? 


Look into the ways Long Distance 
Can save you time and money 


There is hardly any limit to the number of 
things you can get done—at a profit—through 
the planned use of Long Distance. 


The representative of 50 west coast lumber 
mills, for example, has increased sales 659% by 
Long Distance, without increasing his sales force. 


A southern industrial equipment firm esti- 
mates it saves $12,000 a year in selling costs 
by inviting out-of-town customers to telephone 
their orders collect. 


A large midwestern manufacturing company 
reports it collects more than $500 in overdue ac- 
counts for every $1 spent for Long Distance calls. 


As a result of these experiences—and those of 
hundreds of other firms—we have some specific 
suggestions about communications we'd like to 
pass along to you. Just call your Bell Telephone 
Business Office. There’s no obligation. A repre- 
sentative will visit you at your convenience. 


BELL TELEPHONE SYSTEM 
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Wherever important decisions are made... 


_ Elements of the Sigma series, 
an integrated system of executive 
office furnishings. Developed by 


George W. Reinoehl, A.1. D., 1. D. 1. 


Mac e Y Towler NEW YORK: 305 EAST 63rd STREET + TEmpleton 8-5900 


BOSTON: 150 CAUSEWAY STREET «+ Richmond 2-1800 
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COVER PICTURE 


The professional association is 
both an instrument and a symbol 
of the dynamic forces at work in 
today’s offices to make the opera- 
tions of business ever more efh- 
cient and profitable. This fall a 
number of the nation’s most pro- 
gressive associations will hold 
conferences that are certain to 
have important effects on the 
way business meets the problems 
of the future. Our cover shows 
the recent Annual Business Meet- 
ing at which the American Man- 
agement Association elected na- 
Names of the 
new officers are given in story on 


page 16. 


tional directors. 


management 
: | Z 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 
october, 1955 
Vol. XVI No. 10 


in this issue 

About our Year Book issue (Editorial) 

How computers can help to create their own pro- 
by Ben Conway 

Three major conferences scheduled 


Matching people and jobs: a scientific approach. - - - 
by Hugh A. Warner 


Automation in the office 
National Business Show offers new business aids. - 
Coming events 
Tools of the Office series 
This month: Filing equipment, systems, and 
supplies 


by Robert Beeman 


“All hands” enjoy luxury furniture in new offices. - 


M. A. Geyer, President; Donald McAllister, Vice- 
President and General Manager; Thomas V. Murphy, 
Editor-in-chief; Hugh Ward, Advertising Director; 
John M. Smythe, Midwest Manager. 


Editorial: Robert M. Smith, Editor; Robert Bee- 
=e. Norma Sullivan, William S. Brown, Associate 
itors. 


Advertising Staff: James E. Neary, Jr., Advertising 
and Business Manager; Fred Steinhilber, Charles B. 
Rosengren, Donald J. Leverich. Circulation: M. T. 
Weeks, Manager. Production Department: James V. 
Quik. Manager; Milton Sharon, Assistant Manager. 

rt Director: Joseph Hochfeld. 
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Published monthly by 
GEYER-McALLISTER PUBLICATIONS 


Andrew Geyer-McAllister, Inc. 
Publishers since 1877 


212 Fifth Ave., New York 10, murray Hill 9-4411 


branch offices 
Boston 10, 212 Summer St., Room 600, ( 
cago 1, 228 ‘North La Salle St. “ate, a 2911) 
Hutchison; Los Angeles 5, 3257 a 
ates; Edis Representative: 7 li an Teades 5, 681 M 
2-2597), Alexander Rattray; die 19, 3908 Lommes Ave., (Lakeside 2322), bes 


Associates. 


Mexico, Cuba, Central 
1955 by Andrew 
5 Topics, Whe 


Please give 60 daye’ Notification of any change of your address. 
ay yt 
ander Act of 


as second class matter June 29, 1953, at the Post Office at New York, N. Y., 
March 3, 1879. 


Saat 7 pl 

a 

sme 3 ‘le 

—— - : : iis | ~~ 

1 

| he. 

“a ba ; 

office 

ds ( 

23 = 4 

24 7 ; 

. 27 4 “2 4 

— ee: . 

Ei | 32 : , 

- ra o* 3 

4 . a ae 

ee 9g in| 7 i } 

ie 7 47 a 

% ' Ba : 

. a: 62 ca 

ee  ——————————— af 

ita 

, CU t— | i. 

pe Ry ie : 

a 

5, Ch ia 

Associ- ay a 

end South Aenaclon. Chas couantias GD 0 pans. inate conden 850. Cane ¥ ma 

Geyer - McAllister, Inc.; all rights reserved. Also publisher of Geyer’ ’ , 
esas b- 

gel © 

‘eet 

at 

oe) 

: | a a 

F : or i aT NR le ES CT i ! ro ar OO 


es ry 


erie. fas tae 
PEER 


ae 


with versatile 


XEROGRAPHY 


you can copy anything, written, typed, printed or 
drawn, onto masters for multiple copy runs using 


any of these processes: 


New developments in xerography 
make it the one, all-purpose, fast and 
economical process for duplicating 
anything written, typed, printed or 
drawn, onto masters for offset dupli- 
cating, spirit* (or other fluid-type) 
duplicating and diazo printing. 

Now you can copy subjects like 
those shown above onto offset paper 
masters, pre-sensitized positive work- 
ing metal masters, spirit* (or other 
fluid-type masters), translucent mas- 
ters, by this versatile, photo-exact, 
dry electrostatic process. 

Versatile xerography provides the 
solution to your copying needs. Orig- 
inal copy can be enlarged, reduced 


THE HALOID COMPANY 
55-46X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


. ee . 
* 


(ZE-ROG-RA-FEE) 


XEROGRAPHY 


OFFSET DUPLICATING 
SPIRIT* DUPLICATING 
DIAZO PRINTING 


or made same size. Masters can be 
made from opaque originals or from 
copy on both sides. Only with XeroX® 
copying equipment can you prepare 
masters for many types of duplicating 
with one quick, economical process. 
Let us show you with facts and figures 
how xerography can cut your dupli- 
cating costs for all types of paperwork. 


WRITE for ‘proof of performance” folders 
showing how xerography is saving time and 
thousands of dollars for companies of all kinds, 
large and small. 


The fastest, cheapesi, most versatile way to make masters for duplicating 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. 


October, 1955 


NOMA plans business show 
and conference in Atlanta 


“Changing Times—In the Office” 
will be the theme of the Atlanta Con- 
ference and Exhibition to be held at 
the Atlanta Biltmore Hotel, October 
10-12 under the sponsorship of the 
National Office Management Associa- 
tion. 

The attractions will include both a 
conference on office subjects and a 
business show at which more than 50 
leading manufacturers will display 
their newest products for the office. 

Keynoting the conference will be 
DeLoss Walker, Chicago business man, 
who will take the conference theme 
as his subject and will discuss the 
problems confronting management in 
these changing times. 

Two technical sessions will fill out 
the program for Monday, October 
10th, the first day of the conference. 
The speakers will by Sidney Lyons, of 
Arthur Andersen & Co., Chicago, who 
will speak on “Automation—Electron- 
ics in Your Office”; and P. B. Garrott 
and R. A. Scudder, both of The Stand- 
ard Register Co., Dayton, Ohio, who 
will discuss “Systems Mechanization— 
Office Paper Work.” Also scheduled 
for Monday is an inspection tour of the 
Rich Electronic Computer Center at 
Georgia Institute of Technology. 


The program for Tuesday includes 
two panel discussions and two technical 
sessions. The speakers for the tech- 
nical sessions will be William M. Read, 
of Atlantic Refining Co., Philadelphia, 
whose subject will be “Personal Devel- 
opment of the Office Manager,” and 
John I. Gaulding, of Retail Credit Co., 
Atlanta, who will talk on the subject, 
“Effective Utilization of Your Office 
Space and Equipment.” 

The panel topics will be “Personnel 
—The ‘New Look’” and “Simplifying 
and Measuring Work.” Speakers con- 
tributing to the first panel will be 
Walter Emmerling, of Procter & 
Gamble Co., Cincinnati; McCoy 
Campbell, of the First National Bank, 
Atlanta; and Thomas P. Bowles, Jr., 
of Bowles, Andrews & Towne, Atlanta. 
Participating in the second panel will 
be Dr. R. N. Lehrer, of Georgia In- 
stitute of Technology, and Victor P. 
Tabaka, of Victor P. Tabaka & Asso- 
ciates, Atlanta. 

The concluding event of the con- 
ference will be a banquet on Tuesday 
evening. James E. Gheen will speak. 

(To next page) 


OFFICE MANAGEMENT 
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hs ‘ This man costs the company more than the president 


At $800 a week, the company’s top man is 
a real bargain. He works hard at the right 
things, gets a lot accomplished. 

At $80 a week, this plant electrician 
(Sam’s his name) is an extravagance — 
because he doesn’t have enough to do. 

Sam totes his tool box into a number 
of departments each day. Sometimes he 
finds work, sometimes he doesn’t. When 
the reports come in (two weeks later), 
there’s no sure way of telling whether he 
pulled his weight or not. He’s chalked up 
to “overhead” ... and a potential bit of 
profit gets lost in a catch-all figure. Year 
after year. 

How to get your money’s worth out of 
Sam ? With Keysort punched-card account- 


ing. Keysort will give you a daily break- 
down of indirect labor (including main- 
tenance) by department. Knowing the 
facts on time, you can keep costs on target 
by spotting wasted man-hours, pinning 
down undue fluctuations. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and 
give them to you fast. On your desk 
monthly, weekly, daily — depending on 
your needs. Whether yours is a payroll of 
thousands or a 100-man branch plant. At 
remarkably low cost. 

The nearby McBee man can show you 
how it’s done. Jt will take him one hour, 
from start to finish. Phone him, or write us. 


McBEE © Kin YG T. 


Punciied-cosd accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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How Baltimore Business Form 


takes the place of 5 


—and helps speed Musselman’s 
fine food products to your 
table at the same time! 


The C. H. Musselman Company, 
Biglerville, Pa., famous as a packer 
of fine food products, has been a 
customer of Baltimore Business 
Forms for many years. Recently, 
our experts ron a way to incor- 
porate five different forms—invoice, 
railroad bill of lading, truck bill of 
lading, shipping order and factory 
release form—in one. Result: Less 
paper work, speedier invoicing, and 
most important, faster shipment of 


the company’s products to your 
grocer—and your dinner table! 


WHAT’S YOUR PROBLEM? 


Since 1916, Baltimore Business 
Form’s design and manufacturing 
experts have solved countless prob- 
lems in serving over 60,000 of the 
nation’s leading business houses. 
Our wealth. of experience in design- 
ing forms to fill specific require- 
ments ideally qualifies us to help 
you. Remember, often a single sug- 
gestion may save hundreds... even 
thousands . . . of dollars for your 
company. So, write us for help in 
solving your business forms prob- 
lems. No obligation, of course. 


The Baltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 


1 ——— — 

| the Baltimore Salesbook Company, 3134 Frederick Avenue, Baltimore 29, Md. 
; We are interested in seeing samples of Baltimore Business Forms. 

| Name 

Company 

| Type of Busi 

| sae 

t City Zone. State 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. 
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October, 


As a practical demonstration of the 
use of punched paper tape as a labor- 
and time-saving device, each registrant 
at the show will receive a tape into 
which his name and address have been 
punched. This tape can then be insert- 
ed in machines at the booths of the 
exhibitors, where it will automatically 
record the visitor's name and address. 
By this method, the visitor can request 
further information about products ex- 
hibited. 

The exhibit of business equipment 
will remain open one day after the 
close of the conference sessions. 

The General Conference Chairman 
will be Sam P. Hatch, of the Life In- 
surance Co. of Georgia. 


New offices, new buildings, 
new facilities 
A. B. Dick Co., Chicago manufac- 


, turer of duplicating equipment and 


supplies, has announced a new outlet 
in Detroit, at 3100 E. Jefferson Ave. 
The new organization, to be known 
as A. B. Dick Co. of Detroit, Inc., will 
occupy a 15,000 square foot building. 
Clarence Fayling, former district man- 
ager for A. B. Dick, has been named 
general manager. 

Manpower, Inc., which provides such 
services as temporary help, calculating, 
demonstrating, telephone - secretarial, 
consumer and market surveys, and di- 
rect mail, has opened new offices in 
Phoenix, Ariz. 

Bostitch, Inc., maker of stapling 
equipment and supplies, has broken 
ground for what is believed to be the 
largest one-story factory in New Eng- 
land. The new building, to be opened 
late next year, will house all of the 
compariy’s principal plant and office 
operations, which will move from 
Westerly, R. I. The new facilities are 
in East Greenwich, R. I., 30 miles 
northeast of the present location. 

Fisher Pen Co., has relocated its 
Chicago office and plant in new 
and larger quarters at 7333 W. Har- 
rison St., Forest Park, Ill. The com- 
pany was formerly located at 757 
Waveland Ave., Chicago. 

Designs for Business, Inc., planners 
of office interiors, has moved from 16 
W. 46th St., New York, to 41 E. 42nd 
St. 

Hemisphere Steel Products Co. re- 
ports that the demand for its Flushlok 
free-standing office partitions has forced 
it to increase its plant facilities. 

Weber Addressing Machine Co., 
maker of addressing machines and sup- 
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Aceline STAPLES 


—for Perfect stapling performance! 


Guaranteed 
to be the 
WORLDS FINEST 


will give you 
best results m any 
Standard stapler 


THE ARISTOCRAT OF STAPLERS 
with the 4-in-1 action! 


Buy Stapling Equipment With Confidence Wherever You See These Signs! 


Dealers featuring the display signs you see above 
are recommending ACE . . the world’s finest Sta- 
pling Equipment. Whether you choose the PILOT 
Stapling Machine and Staples, the ACELINER, 
or any of the other fine models we make, you can 
buy with confidence. For, your ACE 
Stapler, ACE Staple Remover and 
ACE Staples are designed and 


built to work together to give you perfect perform- 
ance for a lifetime! 
Ask your dealer to demonstrate the different 
ACE models. There’s one to meet every need at 
prices to fit every budget. And, they never fail, 
no matter how hard or long 
you use them. 
SOLD THROUGH DEALERS EXCLUSIVELY 


ing Mace 


ACE anes’ CORPORATION © 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


ACE PILOT ACE STANDARD 


ACE scouT ACE LINER ACE CLIPPER ACE STAPLES 


i ‘ sn 
IN CANADA: ACE FASTENER (CANADA) LTD., 6705 UPPER LACHINE ROAD, MONTREAL 28 * 770 DU PONT STREET, TORONTO 4 
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Picture of a Company 


: Order Department— 
Information typed on DITTO 
Master is never re-written 


---and this i 
Equipment 


(It could be yours) 


BEFORE 


: DITTO 


6 writings 


to produce 
necessary forms 

for these 
departments... 


Va 
Accounts 


Receivable 


to produce all 
forms for same 
departments. 


No Re-writing! 


s the DITTO 
that does it. 


Imagine, every form needed for shipping, billing 
and even back orders produced without re-writing 
a single word—a tremendous savings in time, 


money, and man power 


. The same is true with 


purchasing, production, payroll and inventory 
control. With DITTO THE FIRST WRITING 


1S THE LAST. And, too, information unnecessary 
on any form is marked out by simple blockout 
mechanics. Each department is given the specific 
information it needs to do a better job, faster. 
Your company has more efficient control, copying 
errors are eliminated, money and time are saved. 


after DITTO only I writing 


Write today for facts on how 
DITTO One-Writing systems can help you. 


D ITTO one-writing system 


In Great Britain: DITTO Britain Ltd . 


London, Eng. 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9. 


@eeeeeeeoeaeoooeo eee eoe e000 80 
DITTO, inc., 662 So. Oakley Bivd., Chicago 12, lil. 


At no cost or obligation, please send me complete information on a DITTO 
One-Writing System for: 


© Order Billing 
© Payroll 


0 Production 
© Hospital Admittance 


© Purchasing-Receiving 
© Other 


Name__ a | eS ee 


ee 
Address 


City. 


October, 


plies, has begun work on a 21,000 
square foot plant, with a two-story 
office section, in Mount Prospect, Ill. 
The new building will be four times 
the size of the present quarters. 

Westcort Co., makers of office furni- 
ture and items for furnishing office in- 
teriors, recently opened new air-condi- 
tioned quarters at 4 E. 52nd St., New 
York. 


AMA elects directors 
at annual meeting 

Ten new directors of the American 
Management Association were elected 
at the annual business meeting of the 
21,000-member management educa- 
tional association in New York’s Sher- 
aton-Astor Hotel last month. They 
will serve for three-year terms ending 
June 30, 1958. 

The new directors are as follows: 
William C. Decker, president, Corning 
Glass Works, Corning, N. Y.; Wayne J. 
Holman, Jr., president, Chicopee Mills, 
Inc.. New York, N. Y.; Charles H. 
Ingram, vice president and general 
manager, Weyerhaeuser Timber Com- 
pany, Tacoma, Wash.; J. E. Jonsson, 
president, Texas Instruments, Inc., 
Dallas, Tex.; J. Keith Louden, vice 
president-general manager, commercial 
division, York Corporation, York, Pa. 

Also M. R. Sullivan, president, The 
Pacific Telephone & Telegraph Com- 
pany, San Francisco, Calif.; Robert C. 
Tait, president, Stromberg-Carlson 
Company, Rochester, N. Y.; William 
Treuhaft, president, Tremco Manufac- 
turing Company, Cleveland, Ohio; 
Richard Wellbrock, vice president, 
New Jersey Machine Corporation, Ho- 
boken, N. J.; and Harold Smiddy, vice 
president, consulting division, General 
Electric Company, New York, N. Y. 

A.M.A. officers for fiscal 1955-56 
were elected by the board of directors 
at a session following the membership 
meeting. Those named, all of them 
re-elected, are the following: Chairman 
of the board, John M. Hancock, part- 
ner, Lehman Brothers, New York; 
chairman of the executive committee, 
Don G. Mitchell, chairman of the 
board and president, Sylvania Electric 
Products, Inc., New York; treasurer, 
James L. Madden, second vice presi- 
dent, Metropolitan Life Insurance 
Company, New York; president, 
Lawrence A. Appley; vice president 
and general manager, James O. Rice; 
and secretary, Kenneth B. Ehlers. The 
last three are full-time staff members. 
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PROOUCT OF PERMACEL TAPE CORPORATION, NEW BRUNSWICK. NEW JERSEY 
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R.C.Allen 


Electrite 


coh SID 


a new machine 
to meet 
a growing demand 


electric keyboard 


carbon ribbon 


only $279.5° 


(plus applicable taxes) 


Rete Ss ees eee Yo 


Beasts 


@ The uniform impression possible only with ‘ 


an electric keyboard. 


The trouble free operation of manual t 
back-spacing, line-spacing, tabulation and ‘ 
shift. 4 
Electrified where 95% of typing actions — 
are performed. “ 


ti] 
4 
pe 
Manual where 95% of electric typewriter ; 
service complaints occur. 


Fingertip impression control adjusts ma- 5 
chine for different duplicating methods. — 


The clean, sharp brilliance of Carbon 4 
Ribbon reproduction. “9 


IF YOU USE MIMEOGRAPH, 
MULTILITH, OZALID or sim- 
ilar duplicating equipment — 
you know how difficult it is to 
get the right quality of type- 
written copy for reproduction. 
The new R. C. ALLEN Elec- 
trite, with exclusive Microflex 
Impression Control is engi- 
neered specifically to make per- 
fect master copies . . . consist- 
ently sharp, uniformly clear . . . 
better than any manual or elec- 
tric typewriter made for corres- 
pondence work can produce. 
Write for details or call an 


686 Front Avenue, N.W., Grand Rapids, Michigan 


12 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. 


MANUFACTURERS OF ADDING MACHINES, CASH REGISTERS, BOOK- 
KEEPING MACHINES AND THE WORLD'S MOST ADVANCED TYPEWRITERS. 


October, 


In Short— 


Flood victims get free loan of 


business machines 


Small business and professional men 
were among those most badly hurt by 
the recent floods in the Northeast. 
Since much of the damage was not 
covered by insurance, the small con- 
cerns were in many cases left short of 
cash. To help provide some of the 
vital tools of business, President Erik 
A. Ohlsson of Facit, Inc., offered a 
free loan of Facit calculators, Odhner 
adding machines, and Halda_type- 
writers to needy businesses in Penn- 
sylvania, Massachusetts, Connecticut, 
Rhode Island, New York, New Jersey, 
Delaware and Maryland. The dis- 
tribution of equipment was handled by 
Facit dealers in the stricken areas. 


Computer conference planned 
for Boston 


The program for the Eastern Joint 
Computer Conference, to be held at 
the Hotel Statler, Boston, Novem- 
ber 7-9, has been announced. Among 
the topics to be discussed are “Com- 
puters in Basic Business Applications,” 
“Operations Control with an Electron- 
ic Computer,” “Cards, Tapes, and 
Other Records in Electronic Account- 
ing Systems,” “Manual Use of Auto- 
matic Records,” “Evaluation of Sort- 
ing Methods,” “Document Process- 
ing,” and “The Role of Communica- 
tions Networks in Digital Data Sys- 
tems.” In addition, there will be 
several technical papers, together with 
statements from manufacturers on 
standardization of magnetic tape re- 
cords. The conference is being spon- 
sored jointly by the American Insti- 
tute of Electrical Engineers, the In- 
stitute of Radio Engineering, and the 
Association for Computing Machinery. 


Forgery detection course introduced 


An unusual course, designed to give 
to businessmen the basic techniques 
for detecting forged and fradulent 
documents, is being introduced by 
New York University this fall. The 
course is being conducted by Donal 
E. J. MacNamara, criminologist, and 
includes lectures by Martin K. Tytell, 
expert on typewriter type and type- 
written documents, and Pearl L. Tytell, 
authority on handwriting. The need 
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Will be published annually 
beginning with the 1956 edition in 


JANUARY 


The swift progress in office administration is effecting’ 
revolutionary changes in methods and techniques. To 
record the advances made each year for the study 
and review of our readers, in answer to their many 
requests, each JANUARY issue of Office Management 
will be specially edited and designed in over-all 
format to comprise the YEARBOOK of Office Man- 
agement. It will be complete, authoritative, expertly 
written and compiled . . . with leading management 
executives contributing. 


It is planned to reflect: 


@ Trends in automation and integrated data processing in 
the office. 


@ Systems development and design . . . forms revision and 
simplification. 


@ The new development in office layouts, machinery, equip- 
ment. 


Economics of office automation affecting purchases of 
equipment for new proceedures. 

Latest personnel practices to cope with the demand for 
highly trained people . . . stimulated by the impact of 
new and elaborate machines. 


A compendium of all the latest manufacturers’ catalogs 
and literature available for management executives and 
a convenient method for obtaining them. 


It will also incorporate the detailed reports 

B= on the “Office of the Year Awards” which 
hee Po. oe See have been made annually by Office Manage- 
MANUFACTURERS: é ment for the past six years. 


The Office Managemert YEAR BOOK issue in : 

January offers you an unusual opportunity to pre- 4 Look for the first oe of the 
sent your institutional and overall product story 4 O ffice Management YEAR BOOK 
in a medium that will last and be referred to for. in January 1956. 

a full year by America's most influential manage- 

ment executives concerned with office adminis- 


tration. Arrange to take space that will do full 
justice to your company. OFFICE MANAGEMENT 
Closing dates: December | for set copy; Decem- The Magazine of Management Executives 


ber 5th for full plates and catalog inserts. There Published by Geyer-McAllister Publications. Est. 1877 
is no premium for this issue . . . regular rates 


apply. : 212 Fifth Avenue New York 10, N. Y. 
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The day we threw away 
the hand cleaner 


It was the day we switched to the new 
Azograph process to make our copies of 
bulletins, forms and many other things. 
I can write, type, draw and rule the mas- 
ters—make corrections and changes— 
and there is no smudge, no smear, no 
stain. Small wonder I love this new 
process. So does the boss. It saves him 
money. And the Azograph duplicator is 
tops with the boy who runs it. The copies 
look good and he gets his work done in 
less time. 

For more information clip the *Infor- 
mation Request form to your letter- 
head and mail to A. B. Dick Company, 
5700 Touhy Avenue, Chicago 31, Illinois. 


A.B, DICK & and AZOGRAPH are registered trademarks of A. B. Dick Company 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 9. 


A-B-DICK 


THE FIRST NAME IN DUPLICATING 


for such a course is indicated by es- 
timates that business loses over $3,000,- 
000 a day because of altered or forged 
documents, forged checks, and forged 
letters. 


New fiscal year dates suggested 
by AIA 


The American Institute of Account- 
ants, which has been active in urging 
various types of businesses to consider 
using the “natural” fiscal year instead 
of the calendar year, has published a 
new list of suggested fiscal year clos- 
ing dates for different kinds of busi- 
nesses, supplementing one previously 
published in 1946. New additions are: 
distillers, end of August; hospitals, 
September; manufacturers of men’s 
clothing, October; plastic manufactur- 
ers, July; printers and engravers, July; 
and watch manufacturers, March. In- 
dicative of a trend toward using natur- 
al fiscal years, the AIA pointed to an 
Internal Revenue Service report which 
said that 40.2 per cent of active cor- 
porations use non-calendar fiscal years 
in 1952, the last year such factors were 
tabulated, compared with 15.2 per cent 
in 1934. 


SAM schedules “Measurement of 
Management” conference 

The Society for Advancement of 
Management has announced that it 
will hold a “Measurement of Man- 
agement” conference at New York’s 
Hotel Statler, November 3-4. It will 
deal with the principles for measuring 
the effectiveness of management, to- 
gether with diagnostic factors, stand- 
ards, and indexes for determining how 
well management performs. 


AIA to hold tax conference in 
New York 


“Tax Planning in Business Policy” 
is the subject of a two-day conference 
to be held by the American Institute of 
Accountants in cooperation with the 
New York State Society of Certified 
Public Accountants, October 31 and 
November 1 at the Hotel Biltmore, 
New York. 


Paper company sets up medical 
research fund 

A fund of $25,000 to support medi- 
cal and surgery research at the Uni- 
versity of Wisconsin has been estab- 
lished by Nekoosa Foundation, the 
charitable and civic outlet for Nekoosa- 
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Proof of Performance... 


If you want to improve your business—if you’re a stickler for results you 
can measure—if you believe progressive management should be interested 
in better employee and customer relations—you should have Muzak. 
Muzak is a proven service. For more than twenty years, functionally 
engineered ‘“‘Music by Muzak” has repeatedly demonstrated its unique f t managed 
on-the-job value as an atmospheric conditioner to America’s most success- r Muzax Mae American com. 
ful companies—companies whose managements are vitally concerned with Pped. 
measurably improving plant and office efficiency and productivity, as 
well as tangibly raising employee morale and customer sense of well-being. 
To profitably keep in tune with the times—to get the most out of today’s 
highly competitive market—whatever your business, wherever you are in 
the U. S., Canada or abroad—you should have Muzak. 
We'll be pleased to show you how Muzak music-conditioning will make 
your business better. Full details are available on request. 


“TTE-ONTY pian THET_FUN 


MUZAK. Corporation —Dept. 0-1— 229 Fourth Ave.—N. Y. 3, N. Y.—Phone ORchard 4-7400 


OFFICE MANAGEMENT October, 1955 FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE %. 15 


” / 

A i aw re guee 2 ae mi - 

tty asa LTE A . ' 

ean cnnennenes — pm Py 

CT Tie 

ET suite 8 a 
FEE Boag bad 
a ae Lo, 

pacer cesse = “aeroes us : - 

saeeean® seeaaae , SE WH : P 

gg pea eae PT ag J produclr- | ~ 
Di Me, 

La aes sascsseeeeee soace ie 
fare SEE: EEE EEEEEEEEREEE 3 ‘- 

im 

2. le 
Pra ——— ERG ROUND MES IE SER EE yi — id | ; iy 
a —EE——— a *MUZAK—Reg. U.S. Pat. Of, an ._ ¢ | J y 

SS — a aay i 

) oe 


hie Si a 


* Rea aes ae co 


des 


pa 


MODEL 444 


, : CHOOSE THE RIGHT 
* 
You can’t go wrong on this guaranteed ccay tiles dae totair 


desk set . . . with its giant ink fountain-base YOU WRITE...BY NUMBER 
that automatically fills the pen and keeps it 
ready to write a full page or more when- Fe 
ever you take it from its socket. 2556 =~ 
Bovkkitping 
2550 
Medium stub 
> 30-DAY MONEY-BACK TRIAL OFFER 9314M 
Carter’ 


Your regular dealer will be glad to (Also public counter use) 
let you try one of these fine Model 444, 9460 
Self-Filling Desk Pens on your own desk 

for 30 days with the understanding you Cutra Fine 
can return it for a full refund if you 9550 


don’t agree it’s the best you’ve ever used. A V4 LX; 
2668 


® DESK 
| } PEN 
| SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East; Toronto, Ontario 


COPYRIGHT 1955, THE ESTERBROOK PEN COMPANY 


| Edwards Paper Co., of Port Edwards, 
| Wis. According to the plan announced, 


a fund will be developed by the con- 


tribution of $2,500 each year for ten 


| years. A committee consisting of the 


dean of the medical school, the chair- 


| man of the department of medicine, 
| and the chairman of the surgery de- 


partment will determine how the mon 


| ey will be used. 


New school named after office 
equipment manufacturer 

Alexander Burger, who founded the 
Art Steel Co. in New York in 1929 
has been honored by the Board of 


| Education of the City of New York. 


The board announced that its new 
Junior High School No. 139, to be 


| built at Brook Ave. near East 141st St., 


not far from the site of the original 
factory, will be known as the Alex- 
ander Burger Junior High School. Mr. 


| Burger was born in Russia in 1872, 


and came to New York in 1880. His 
company has been recognized for em- 
ployment practices designed to inte- 


| grate in one organization workers of 


all races, creeds, and colors. 


American University to give institute 
| on electronics in management 


A new professional institute, called 
“Electronics in Management,” has 


| been established by The American 


University, Washington, D. C. The 


| institute will be given for the first 
time from November 14 through 
| November 18. It will be open to 
line and staff management personnel 
| and will include lectures, case reports, 
| discussions, and films on planning, 


procedures, organization, personnel, 
fiscal considerations, and executive 


| problems connected with the main sub- 
| ject. 


Royal Metal purchases 


| Connecticut firm 


Royal Metal Mfg. Co., manufacturer 
of steel office and professional furni- 
ture has purchased the assets of 
Doehler Metal Furniture Co., of Plain- 
field, Conn. thereby acquiring a plant 
with floor space in excess of 500,000 
square feet, complete with facilities 
for manufacturing professional furni- 


| ture. Operations personnel at Plain- 


field will be retained and absorbed into 
the Royal organization. George C. 


Lautemann, executive vice president of 
| Royal, will take charge of the new 
plant. 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. October, 1955 OFFICE MANAGEMENT 


: « 
‘ Be te ee ee ee ee oe Bisa sy OA «tha eg 
heomaae P = a bs : ee 
ns ae. | Se. t 
iy a “Oe Pt - ’ ng ‘ 4 ee 
| a : y, a LA i 
ee 7 PRS ol" : 
=< Soil eben , 3 be _—_—_—<—<_<$<$_—— 
: | g ie | é . a 
Z i at oa 
i), 
ie === FA 
: oe a 
oe ee 5 
4 ee mm | 
“ a a 
a8 16 ee 


/ CR SDSS GB EGE GS OSA OPES CES SS SS SS aeeewes 
j PEE! | AETNA STEEL PRODUCTS CORPORATION 
Arnot-Jamestown Division 


a1 OF UE now ONT 730 Fifth Avenue, New York 19, N.Y. 


Name and Position 


Firm Name 


Address. 


City Zone State 


ee ak Ce a a Daneman anmaaamaasmad 


With Arnot Partition-ettes,*¢ Office-ettes¢} and interchangeable furniture 
components, you can set up one or one hundred offices to meet your varied work 
requirements. Arnot flexibility makes it possible for you to save floor space, and 
at the same time, to tailor-fit the work-station to the worker. If your office is 


obsolete and inefficient, if you are paying rent for wasted space, then you must 
see revolutionary free-standing Arnot Partition-ettes, modular furniture and 
Office-ettes. Visit your local Arnot dealer or fill out the above coupon. 


AETNA STEEL PRODUCTS CORPORATION 


ARNOT-JAMESTOWN DIVISION 
730 Fifth Avenue, New York 19, N. Y, 


Manufactured in Canada at Port Credit, Ontario 


“Pot. Pending tTrade Mork 
Pt consec under DuPon! Potent 


a 


n net 99 OF life in tne ottice wi f 


PARTITION-ettes"* and OFFICE-ettes* 
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Gives You MorGood Days 


HARTER 67-1 <i 


EXECUTIVE \« 
POSTURE CHAIR .* 


18 


This chair helps you work, comfortably. New, compact design 
lets you move about freely without bumping your desk. Puts 
you close to your work without straining or sitting on edge. 


And the Harter 67-T gives you the same kind of comfort 
you'll find in large chairs—seat and back tilt together in 
perfect synchronization. You can lean back and relax without 
your feet leaving the floor. 


You'll find, too, 5 adjustments that are essential for the chair 
to fit you personally. This chair encourages good posture 
to help you resist fatigue. 


Seat and back provide the cool comfort of foam rubber and, 
yet, the compact overall dimensions give you a chair that makes 
working a pleasure. A free trial of the Harter 67-T in your 

own office will prove it. 


Write for informative booklet, “Posture Seating Makes 
Sense.” We'll send name of your nearest Harter dealer. 


HARTER CORPORATION 
1032 Prairie, Sturgis, Michigan 
In Canada: Harter Metal Furniture Ltd., Guelph, Ontario 


aN TE BD) POSTURE 
Al R E IM CHAIRS 
STURGIS, MICHIGAN 

FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. 
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People in the News 


SAMUEL D. WONDERS has retired 
as president of The Carter’s Ink Co., 
and has been succeeded by Nathan C. 
Hubley, Jr. Mr. Wonders joined the 
company in 1929, became general man- 
ager in 1935, vice president in 1944. 
Mr. Hubley has been with the com- 
pany since 1937 in such positions as 
assistant treasurer, corporation clerk, 
vice president, and general manager. 
Succeeding Mr. Hubley as corporation 
clerk is Warren W. Fox, formerly con- 
troller. Mr. Fox is a member of the 
Controllers Institute of America, the 
National Office Management Associa- 
tion, and the American Management 
Association. 


JAMES R. SPILLER has been named 
general office manager of Olin Mathie- 
son Chemical Corp., of New York, 
moving to that post from the position 
of office manager at the company’s 
East Alton, IIl., plant. 


MILES M. POST has been promoted 
to the position of office manager of the 
National Motor Bearing Co., Inc., 
Redwood City, Calif. He is a mem- 
ber of the San Francisco Chapter of 
the National Office Management Asso- 
ciation. 


BURTON R. YOUNG, chief statis- 
tician, of the American Telephone & 
Telegraph Co., has been named vice 
president and controller of the New 
York Telephone Co., while Fletcher W. 
Hartshorn has become vice president 
for personnel, succeeding Edwin R. 
McLaughlin, who is retiring. 


WARREN COATE, southwestern re- 
gional manager of The Charles Brun- 
ing Co., manufacturers of whiteprint- 
ing equipment, has been appointed a 
vice president of the company. 


J. D. COX, formerly office manager of 
The Maytag Co., Newton, Iowa, has 
been elected assistant secretary of that 
firm, succeeding E. L. Nelson, who 
is retiring. 


JOHN P. FRAZIER has moved from 

the post of assitant controller to 

that of controller for the Travelers 

Insurance Co. and its subsidiaries, suc- 

ceeding H. Randall Pease, who has re- 
(To page 21) 


OFFICE MANAGEMENT 


—- ~~ oa ee 
: = 

#: J <a | 
r 5 debi = 

ie ( TL : ee __ 

| is = ee 


If there’s Du Pont Ludox’in your wax 


Glistening floors can still be safe floors—if the floor wax contains 
““Ludox”’ colloidal silica, Du Pont’s anti-slip ingredient. 

Tiny, transparent particles of ‘‘Ludox”’ impart a unique “‘snub- 
bing” action to the wax film—retard the shifting of wax particles 
under foot pressure. The result—added traction and added safety 
underfoot! 

Try a wax containing ““Ludox.” You'll see how safe beautiful 
floors can be. 

E. I. du Pont de Nemours & Co. (Inc.), Grasselli Chemicals 
Dept., Wilmington 98, Del. In Canada: Du Pont Company of 
Canada Limited, Box 660, Montreal. 


Ask your 
maintenance man or 
janitor supply house 
for one of the many 

fine waxes on the market 
containing Ludox.® 


cub ox 


ROG. U.S. Pat. OFF. 


BETTER THINGS FOR BETTER LIVING Colloidal Silica 


+++ THROUGH CHEMISTRY 
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: doubles the pleasure! | 
° 
° Your customers and 
* a employees receive a hand- - 
| ial sd : some 12-page Christmas 
; = . greeting card illustrating 
, 24 famous-name gifts from 
= - which they make their 
s ef 2 t very own choice. You can’t 
0 (lit, 4 go wrong! 
. 8 


We send the gift of his 


7 OOS OS COO M oho OG FESS Ooe 
} choice directly to his home 


or office for the second big 
2 


themselves! 


reminder of your thought- 


fulness. You are relieved of 
all details! 


=~errenrrT + 


Ara 
ere ee 


You select the price you 

want to pay — $5.00 to $40.00 
per gift — at dealer’s cost. 
Each a great value. 


Many of America’s best-known 

companies are enthusiastic users 

of the “Choose-It-Y ourself” 

plan. Mail coupon for samples 

and full information. fo 


PRIZE HOUSE, Dept. O ; 
520 West 34th St., New York 1, N. Y. 


Send sample booklet and details of your “Choose-It- 
Yourself” gift plan. 


° ° | lf COMPANY 
ADDRESS 
: H ( | y F cITy ZONE erooneSTATE 


<a BY TITLE 
aK a division of Check Price Range of Individual Gift: 


L.& C. MAYERS GO.,INGC.| © 8% Osmo s2000 0 s000 


0 Increase your sales! Promote safety! Use a self- 
Established 1912 liquidating PRIZE HOUSE incentive award pro- 
gram. Check here for full information, or phone 
PRIZE HOUSE, LOngacre 4-5100, N. Y. C 
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(From page 18) 


tired. Seymour E. Smith, secretary, 
has been named vice president and ac- 
tuary of the parent company, taking 
over from Thomas F. Tarbell, who has 
retired. 


EDWARD A. JOHNSTON has been 
elected treasurer of the Minnesota & 
Ontario Paper Co. He succeeds Hadlai 
A. Hull who has been named treasur- 
er of the Dayton Co. Angus T. Morri- 
son and Donald K. Kasiow have taken 
over the posts of secretary and con- 
troller, respectively, with Minnesota & 
Ontario. 


DONALD D. BOWSER has been ap- 
pointed chief cost accountant at the 
Midland, Pa., works of the Crucible 
Stee! Co. of America. M. W. Ander- 
son, formerly Works Controller at the 
Park and Spring Works in Pittsburgh, 
has been named manager for account- 
ing research, and will be succeeded by 
George W. Brooks, who in turn is suc- 
ceeded as general supervisor of cost 
accounting for Park Works by E. M. 
Kuza, previously staff accountant at 
the division headquarters. C. BD; 
Hudson has been appointed acting 
supervisor of interna] audits. 


W. J. WOLFORD, accounting services 
manager of the A. B. Dick Co., makers 
of duplicating equipment and supplies, 
has been elected executive vice presi- 
dent of the Chicago Chapter, National 
Machine Accountants Association. 


R. S. McLAREN and G. V. Emerson 
have been appointed assistant controll- 
ers of the Dravo Corp. They were for- 
merly assistant to the controller and 
auditor, respectively. H. R. Mantle 
was named auditor, and E. M. Gibson 
was made office manager of the depart- 
ment, succeeding Mr. Mantle. 


WARREN BRADDOCK, who has 
been with Clairol, Inc. since 1946, has 
been named assistant controller of that 
company. 


MRS. HAROLD J. HOFFMAN has 
been elected president of the Smead 
Mfg. Co., to fill the post left vacant by 
the death of her husband on August 
10. Orvin A. Moen has been named 
general manager. 


ARTHUR S. JONES has been elected 
treasurer of Ryan Consolidated Petro- 
leum Corp., of Dallas. 
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NEVER underestimate the power of 
a woman! The Mutual Benefit In- 
surance Company, of Newark, a 
few years ago constructed a one- 
story concrete building in Pennsyl- 
vania to store duplicates of all its 
records, in case enemy attack de- 
stroyed the originals. The attack 
materialized from an unexpected di- 
rection—Hurricane Diane appeared 
on the scene; the concrete building 
disappeared, and the duplicated rec- 
ords with it. Fortunately, the orig- 
inals are as good as ever, safe in the 
Newark bank where they've always 
been kept. 


CONSTANT requests for individ- 
ual copies of articles that have ap- 
peared in the magazine are flatter- 
ing, but somewhat embarassing after 
our supply of tear sheets is exhaust- 
ed. 

Most of the requests that come 
long after our tearsheets are gone 
are received from new subscribers 
who want articles that appeared in 
the magazine some time before their 
subscriptions were entered. Any 
time we do have tearsheets or copies 
of the particular issue above our 
own minimum requirements, we 
are, of course, glad to supply read- 
ers with the requested article. How- 
ever, when we are unable to help 
them, there is another solution pos- 
sible, which is particularly valuable 
for readers who want several articles 
from back issues. Microfilm edi- 
tions of the magazine are available 
to regular subscribers. These edi- 
tions cover the issues for an entire 
year, and are available for each year 
from 1950 on. They may be ordered 


Editors—— 


from University Microfilms, 313 N. 
First Street, Ann Arbor, Mich. Cost 
ranges from $2.60 to $2.90, depend- 
ing on the year desired. 
e 

THOSE who view with alarm what 
they regard as the too-rapid advance- 
ment of young men and women in 
their careers could really be fright- 
ened by a South Milwaukee Com- 
pany we heard of the other day, The 
Kinder Company is wholly owned 
by nine partners, the oldest of whom 
is 15, the youngest 2. 

Nor is it any small neighborhood 
concern. The company manufac- 
tures a three-dimensional camera, 
mechanisms for automobile clocks, 
electric coils, and a turbine for high 
speed cameras. 

Granted, the company was “giv- 
en” to the children by Mrs, William 
V. Kyle, the former owner, and 
mother of five of the partners. The 
other four partners are children of 
John M. Van Vleet, one of the men 
who played a large part in develop- 
ing the business. Granted, too, that 
the concern is managed by Van 
Vleet in trust for the nine young 
partners. Nevertheless, one-third of 
all profits go to the owners (the rest 
are plowed back into the company) 
and all the youngsters are being 
trained as a group in company af- 
fairs. 

And the company is prospering, 
too. All over fifteen, look to your 
laurels. 


Robe tM SHA 
Editor 
Robert Beeman, Associate Editor 
Thomas V. Murphy, Editor-in-chief 
Geyer-McAllister Publications 


PAUL S. NEVIN has been elected vice 
president of Visirecord, Inc., Copiague, 
L. L, N. Y., manufacturers of visible 
record keeping systems. 


FREDERICK BOWES, Jr., has been 
elected to the newly created post of 
vice president for public relations and 
advertising for Pitney-Bowes, Inc. 


October, 1935 


EDWARD C. HUNT, controller, 
Underwood Corp., has been named a 
director of the New York City Control, 
Controllers Institute of America. 


J. E. SEASE, who recently retired 
from Thomas A. Edison, Inc., has 
joined the Position Securing Bureau, 
Inc., New York. 
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you'll find GLOBE-WERNICKE office equipment everywhere ! 


The most advanced metal office desk in America— 
that’s the perfect description of the famous G/W 
Streamliner Desk. It’s the popular choice of dis- 
criminating executives and professional people 
who want only the best. As handsome in the ex- 
ecutive suite as in the general office, the Stream- 
liner is engineered for maximum work output... 
designed for complete comfort and ease of opera- 
tion. Streamliner desks and tables are available in 


I 


a 


a 


76 different models with a wide selection of beau- 
tiful colors. Such advantages as nylon drawer 
glides for silent sliding, complete sound insula- 
tion, and the quiet, easy operating Arc-Swing 
typewriter mechanism make the G/W Streamliner 
the most adaptable desk for your needs. For a 
complete demonstration see your G/W dealer. 
He’s listed in the “Yellow Pages” of your phone 
book under “Office Furniture”. Or write us direct. 


Lie. he 


CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD'S FINEST OFFICE EQUIPMENT, SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%, 
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editorial 


About our Year Book issue 


ANNOUNCEMENT by Office Management last issue that it plans to mark 
the opening of a new year in the office world by inaugurating an annual Year 
Book issue has been very well received. 

Executives concerned with office work, keenly aware that the pace of 
expansion, coordination, and simplification of office work has been constantly 
accelerating, are indeed interested in anything which will efficiently summarize 
the newest trends and practices—which is the primary objective of the new 
Year Book issue. 

Published as the January, 1956, issue of Office Management, the Year 
Book is intended to wrap up the best of the past year’s thinking and doing 
with respect to office work, and to shed as much light as possible on what may 
be expected in the advancement of office efficiency during 1956. 

Editorial preparations are under way to make this innovation in the office 
publishing field something of solid year-around value to office management 
everywhere. 


OCTOBER is designated as ABC month, serving annually to emphasize the 
value to readers and advertisers of a publication’s membership in the Audit 
Bureau of Circulations. Office Management is proud to hold membership in 
this cooperative organization founded to insure accurate information on cir- 
culation—the touchstone of sound, thorough, satisfactory coverage of a pub- 
lication’s field. 

Office Management is of course proud to be a member also of the Asso- 
ciated Business Publications, national organization of outstanding business 
papers. 

OFFICE MANAGEMENT October, 23 


ee 

ma ce i. 

a me = . os 

manage 7 Bs a 

: ta me, 

| Pa a W 
| : -« a io? al t 
- - ae " ‘. | 
= _ EL a 

yon” & a 

art” 

ee ie 

a 

ee 

| 3 
4 

| 4 
ii i 
| 2 
e 
| " 
r 7? 


How computers can help to create 


their own programs 


New automatic coding techniques can reduce pro- 
gramming time by as much as fifteen per cent— 


by Ben Conway 
Management Advisory Service, Price Waterhouse & Co., New York 


The most critical, time-consuming 
phase in conversion to electronic data 
processing is the programming of vari- 
ous routines for computer processing. 
This definitive article by an author ex- 
pert in the field outlines methods by 
which the machines themselves can do 
a significant part of the programming. 


AUTOMATIC CODING has been de- 
fined in a Glossary ef Computer Ter- 
minology published by the Association 
for Computing Machinery as “any 
technique in which a computer is used 
to help bridge the gap between some 
‘easiest form’ intellectually and manu- 
ally, of describing the steps to be fol- 
lowed in solving a given problem and 
some ‘most efficient’ final coding of 
the same problem for a given com- 
puter. 


Ben Conway 

Mr. Conway, who is now on the elec- 
tronics staff of the Price Waterhouse 
Management Advisory Service, was 
formerly an industrial engineer with 
Unilever (Lever Bros.) in England. 
He subsequently served as a program- 
mer in the Electronic Computer Divi- 
sion, Underwood Corp. 
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The steps to be followed in the 
solution of a problem are the same 
whether the problem be scientific or 
commercial, and are: 

(1) Define the problem. 

(2) Analyze the problem. 

(3) Outline a solution. (Block dia- 
grams) 

(4) Detail the solution. (Detailed 
flow-charts ) 

(5) Encode the solution to permit 
processing by the computer. 

(6) Eliminate errors from the 
coded routines. This is commonly 
known as “debugging.” 

The performance of these six steps, 
from the statement of the problem 
to its solution by the computer, is 
called the programming of the prob- 
lem. Dr. Grace Murray Hopper of 
Remington Rand Inc. stated in a talk 
on Automatic Coding presented at 
Louisiana State University in Febru- 
ary, 1955, that steps 1 through 4 take 
about 85 per cent, and steps 5 to 6 
take about 15 per cent of the prepara- 
tion time. 

Since steps | through 4 are largely 
creative in nature, very little has been 
attempted up to the present to utilize 
the assistance of the computer in per- 
forming them. Steps 5 and 6, coding 
and debugging, however, are mechan- 
ical techniques. The coding of a 
problem, for example, is essentially 
one of translation, in which the de- 
tailed solution of the problem is put 
into a series of sequential instructions. 
The instructions must be in a form in 
which they can be accepted, under- 
stood and operated upon by the com- 
puter. To enable as much of the 
work as possible in these steps to be 
taken away from programmers and to 
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be performed instead by the computer, 
certain techniques have been evolved. 

The title “Automatic Coding” has 
been applied to these techniques. It 
may seem that in view of the fact 
that only 15 per cent of the prepara- 
tion time is taken up by steps 5 and 
6, these techniques cannot be very 
valuable. However, if, as in the case 
of Commonwealth Edison in Chicago, 
the total preparation time for a com- 
mercial application is approximately 
30 man-years, then 15 per cent of 
this still represents 4 man-years. 

Automatic Coding routines fall into 
three main divisions: 

(1) Interpretive routines 

(2) Compiling routines 

(3) Generating routines. 

These divisions are not clear cut 
and a compiling routine may include 
a generating routine, etc. In order 
to explain the way in which these 
routines work, it is mecessary to ex- 
plain certain other terms which are 
in common usage in automatic coding. 
Among these terms are “mnemonic 
codes,” “pseudo-codes,” “subroutines,” 
“relative coding,” etc. These are all 
names of further automatic coding 
techniques, and these techniques are 
utilized in the three main divisions 
given earlier. 


MNEMONIC CODE is a code de- 
vised for ease in remembering by the 
coder. In the code used by the com- 
puter the symbols for add may be 
13 and for multiply 35. These are 
the symbols used in the Elecom 120, 
a computer manufactured by the Un- 
derwood Corporation. In the mnem- 
onic code these functions could be 
given the coding ADD and MPY, or 
perhaps A and M. Any coding of this 
sort in which the code employed sug- 
gests the original funtion is mnemonic. 


PSEUDO-CODE is any code used to 
encode a problem, other than the ma- 
chine code. It can be seen then, that 
the mnemonic code is one form of 
pseudo-code. Generally, in the 
pseudo-code one instruction will take 
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the place of many instructions in the 
original machine code. For example, 
the instruction A M B C in pseudo- 
code could mean multiply the con- 
tents of memory location A by the 
contents of memory location B, the 
results to be stored in memory location 
C. To accomplish this may take the 
following instructions in the original 
machine coding: 

(1) Transfer the contents of mem- 
ory location A to the accumulator. 

(2) Multiply by the contents of 
memory location B. 

(3) Store the result of the multiplica- 
tion in memory location C. 

Thus, one instruction in the pseudo- 
code replaces three in the original 
machine code. It should be noted 
that this particular form of pseudo- 
code is also mnemonic, the M_ sug- 
gesting multiplication, A, B and C 
referring to specific memory locations. 

Some authorities in automatic cod- 
ing prefer to use the term “symbolic- 
coding” to describe the example given 
above. They like to reserve “pseudo- 
coding” for codes approximating Eng- 
lish, codes which bear no relation- 
ship to the word structure of the 
machine code. As an example, the 
commercial compiling routine “B-O” 
now being prepared by Remington 
Rand Inc. for use with UNIVAC 
can translate such instructions as:— 
“(13) Tally employees by age and also 
by salary.” 


SUBROUTINES are defined in the 
Glossary of Programming Termin- 
ology published by the Association for 
Computing Machinery as “the sets of 
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instructions necessary to direct the 
computer to carry out well-defined 
mathematical or logical operations; sub 
units of routines.” 

Subroutines may be used in two 
ways in a program: 

(1) They may be inserted into the 
program at each point that they are 
required. This may necessitate in- 
serting the same sub-routine many 
times in one program. 

(2) They may be inserted into the 
program only once, and then utilized 
by a transfer (jump) instruction after 
provision has been made to return to 
the proper point of the main routine 
at the end of the subroutine. 

Both of these methods are used in 
automatic coding; the first is used in 
interpretive routines, and the second 
in compiling and generating routines. 

For these subroutines to be inserted 
automatically into a stored program 
as required, they must be readily avail- 
able to the computer. Further, in 
order that internal storage is not 
wasted in holding large numbers of 
infrequently used subordinates, those 
which are applicable to only a small 
number of the total problems which 
the computer can handle should be 
held in some form of external  stor- 
age. The two most useful forms of 
external storage are paper tape and 
magnetic tape; of these, magnetic 
tape is more advantageous in view of 
the speed with which information can 
be transferred from it to the com- 
puter. Any collection of subroutines, 
whether held in internal storage, on 
paper tape, on magnetic tape or on 
punched cards, is known as a library 
of subroutines. 
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As an example of a commercial 
subroutine, let us consider a subrou- 
tine for the calculation of withholding 
tax. This is a set of instructions, 
complete within itself, in machine code 
which will calculate the desired re- 
sults for any given values of the vari- 
able quantities. Positions have been 
allocated within the subroutine coding 
for storing these variables. In order 
to calculate the withholding tax for 
any given person on the payroll all 
that is needed is that these variables 
be recorded in the designated mem- 
ory positions. Let us suppose that the 
only two variables are gross pay and 
number of dependents. Gross pay 
will have been previously calculated 
by the computer and the number of 
dependents will be known for each 
worker. Then for the calculation of 
withholding tax for person A _ his 
gross pay is recorded in the mem- 
ory positions allocated for this purpose 
in the subroutine, and the number of 
dependents is recorded in its mem- 
ory position. The computer is then 
told to perform the instructions of the 
subroutine, and thus the withholding 
tax for A is obtained. To repeat the 
calculations for person B, it is neces- 
sary to record his gross pay and num- 
ber of dependents in the same mem- 
ory positions as A’s data were pre- 
viously recorded. The computer is 
then again instructed to perform the 
instructions of the subroutine to ob- 
tain B’s withholding tax. 


RELATIVE CODING is coding 
wherein each instruction is not as- 
signed a specific memory location or 
address, but is identified only by its 
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prepare the programs by which 
they will process work increases. 


time, as well as money; they make 
it possible for relatively inexpe- 
rienced people to devise machine 
programs; they reduce errors in 
program preparation. 

To date, most of the applications 
of mechanical coding techniques 


The mechanical routines offer three 
main advantages: They save human 


The three advantages of automatic coding 


As more and more offices either 
install an electronic data processor, 
or seriously investigate the possi- 
bility of using one, the relative 
importance of the new routines 
which permit the computers to help 


have been in scientific installations 
using data processors, but commer- 
cial applications are rapidly being 
developed. 

Scientific installations have al- 
ready reported savings, not only in 
the time of personnel, but also in 
elapsed time required for prepara- 
tion of a program. Savings in cost 
have been equally important. One 
instance: the cost of each com- 
pleted instruction to the computer 
was $4.00 under conventional me- 
thods in one installation. This cost 
dropped to $1.10 per instruction 
when the professional program- 
mers began using automatic coding 


make it possible to give an elec- 


data processing methods without 


techniques. Cost dropped further 
to $0.15 per instruction when the 
people in charge of the project 
themselves learned to use the auto- 
matic techniques, dispensing with 
the need for programmers. 

Some techniques now available 


tronic data processor instructions 
in simple business English. The 
machine will then work out its own 
program for carrying out the in- 
structions. Thus, offices are offered 
the possibility of using electronic 


the need for a large staff of trained 
programmers or technicians. 


position relative to some given in- 
struction. If this instruction is later 
assigned a fixed address, it is a fairly 
mechanical procedure to assign the 
fixed addresses of the other instruc- 
tions, since their relationship to the 
given instruction is known.  Simi- 
larly, an instruction which refers to a 
relative address will require modifica- 
tion in order to change this relative 
address to a fixed address. The change 
from relative coding to fixed coding is 
usually performed by the computer 
itself, and the process is known as 
“conversion.” The routine accom- 
plishing the conversion is known as 
a converting routine or simply as a 
converter. 

Most library subroutines are written 
in relative coding since the subroutines 
are designed to be stored in any in- 
ternal memory locations, and these 
locations will vary from problem to 
problem. One advantage of this 
type of coding lies in the facility with 
which corrections can be made to 
a program—thereby considerably eas- 
ing the work of the coder—when 
changes are required. Since no in- 
struction is fixed in position, it can 
be withdrawn from, inserted into, or 
modified in a program without hav- 
ing to change the numbering of and 
addresses in all instructions which fol: 
low it. 

We can now return to a detailed 
description of the three main types of 
automatic coding techniques. 

1. Interpretive routines: 

These are routines which when 
loaded into memory with the pseudo- 
code routine and the data to be oper- 
ated on will translate from the pseudo 
or mnemonic codes, previously de- 
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scribed, into machine coding and per- 
form, as they are translated, the in- 
dicated operations on the data to 
produce the desired result. The ex- 
ample quoted earlier (AMBC) requires 
the use of an interpretive routine in 
order to perform these three instruc- 
tions: 

(1) Transfer the contents of mem- 
ory location A to the accumulator. 

(2) Multiply by the contents of 
memory location B. 

(3) Store the result of the multiplica- 
tion in memory location C. 

Thus, an interpretive routine func- 
tions in three separate and distinct 
steps: 

(1) It translates the pseudo-code. 

(2) It produces from this transla- 
tion the machine coding necessary to 
meet the given requirements. This is 
generally done by using subroutines 
already stored in internal memory 
positions. The three instructions of the 
example quoted would form a mullti- 
plication subroutine. 

(3) It performs the necessary cal- 
culations to meet the given require- 
ments. 

As each instruction in the pseudo- 
code is translated the computer is in- 
structed to jump to that part of the 
memory containing the desired sub- 
routine. If two multiplications are 
called for by the pseudo-code, the 
computer will have to go through ex- 
actly the same steps of translating and 
jumping to the multiplication sub- 
routine for each multiplication. It 
will not remember the position of the 
subroutine from previous usage, but 
will have to identify it each time. 

As an example of the ease of pro- 
gramming using a pseudo-code and an 
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interpretive routine, consider the fol- 
lowing problem. 

It is desired to calculate the vacation 
pay of John Doe. This could be 
achieved by the following program: 

PAYROLL 

GRADE12 

SHIFT01 

HOURS80 

NO-OVER 

0075208 

The action taken by the computer on 
translating each of these instructions 
is as follows: 

(1) PAYROLL—The payroll sub- 
routines are identified on magnetic tape 
and transferred to internal memory 
storage positions. 

(2) GRADE12—The ordinary hour- 
ly pay rate for grade 12 is identified. 

(3) SHIFT01—The hourly shift dif- 
ferential, if any, is identified and added 
to the pay rate. 

(4) HOURS80—The pay for ordin- 
ary hours worked (or due) is calcu- 
lated. 

(5) NO-OVER—No overtime pay. 
If the instruction had been 08-OVER, 
then 8 hours overtime at grade and 
shift rate would be calculated. 

(6) 0075208—This is John Doe’s 
clock number. From this his deduc- 
tions are identified and listed. The 
final output from the computer would 
be a vacation pay listing and a check 
for John Doe. 

The value of this coding is readily 
seen. It is easy to set down the rules 
for its use and easy to learn these 
rules and to use the code with little pos- 
sibility for error. 

It would be a very inefficient in- 
stallation that allowed payroll calcu- 

(To page 42) 
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Frederick A. Long 


Daniel J. Olsen 


held in Chicago in November 


KEYNOTE of the annual office man- 
agement conference of the American 
Management Association, to be held 
in New York from the 17th through 
the 19th of this month, will be the 
change in the function of the office 
from its former role as an “account- 
ing and records storage center” only 
to its present emergence “as the cen- 
ter of company services and communi- 
cation.” 

The keynote speaker will be Hal E. 
Nourse, Vice President-Economic Con- 
trols, United Air Lines, Chicago, who 
will discuss the conference theme from 
the viewpoint of top management, em- 
phasizing the implications of the 
change in office responsibilities on 
company organization as a whole. 

Other speakers at the conference, fol- 
lowing through in detail on the im- 
plications of the change outlined in the 
keynote speech, will discuss office re- 
organization, clerical cost control, rec- 
ords management, communications, 
electronics, data processing, manage- 


Jeremy Addoms 


Richard F. Neuschel 


Three major conferences scheduled 


AMA and SPA will hold regular management meet- 


ings this month; special conference on automation will be 


ment development and work measure- 
ment. 

First speaker following the keynote 
address on Monday morning, October 
17, will be Robert E. Shull, Adminis- 
istrative Manager, Fine Chemicals Di- 
vision, American Cyanamid Co., who 
will outline “A New Pattern in Or- 
ganizing the Administrative Func- 
tion”. 

Mr. Shull will discuss his own func- 
tions as “administrative manager to 
handle everything not specifically sales, 
technical or production”, and outline 
the results that have been achieved by 
this centralization of responsibilities. 

Afternoon speakers on the opening 
day of the meeting are Ralph A. Mar-- 
tin, Comptroller, Standard Oil Co., 
(Ohio), who will discuss “Where and 
How to Achieve Clerical Cost Sav- 
ings”, and Daniel J. Olsen, Comptrol- 
ler and Treasurer, M. W. Kellogg Co., 
Jersey City, N. J.; Harvey Sherman, 
Manager, Organization and Proce- 
dures Office, Port of New York Au- 
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Harry D. Kolb 


Ralph A. Martin 


Alan O. Mann 


thority; and Herbert B. House, Super- 
visor, Office Services, Chance Vought 
Aircraft, Inc., Dallas, Tex. The latter 
three speakers will outline “The New 
Look in Records Management”, based 
on their own organizations’ experi- 
ences. 

Mr. Martin, in his talk, will report 
on SOHIO’s program for reducing 
unit costs in the office while increas- 
ing clerical productivity, and will il- 
lustrate also how the company’s pro- 
gram is being tied into its plans for 
electronic data processing. 

Reducing the volume of reports by 
emphasizing critical elements within 
them will be the theme of the first 
speech on Tuesday morning, “Strength- 
ening and Simplifying the Structure of 
Management Reports.” Richard F. 
Neuschel, Principal, McKinsey and 
Co., New York, will be the speaker. 

The next speaker, A. F. Bortz, As- 
sistant Secretary, Lord Manufacturing 
Co., Erie, Pa., will specify some stand- 
ards for .establishing or revising a 
procedures manual program in his 
talk, “Organization and Evaluation of 
a Procedures Manual Program.” The 
last Tuesday morning speaker, dis- 
cussing “Communication Need Not 
be an Office Problem”, is Harry D. 
Kolb, Manager, Employee Communi- 
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SPA officers present Dar E. Tisdale (second from left) with credentials as systems meeting chairman. 
L. to R.: Donald Titus, Fairbanks Associates; Mr. Tisdale; Charles C. Chase, M. W. Kellog Co.; and 


cation Division, Esso Standard Oil Co., 
New York. Specific recommendations 
for improvements in the handling of 
memoranda, proposals, reports, and the 
direction of staff meetings will be 
made in Mr. Kolb’s talk. 

The two speakers for the Tuesday 
afternoon session will be Douglas A. 
Young, Westinghouse Electric Co., 
Newark, N. J., and Alan O. Mann, 
Coordinator, SKF _ Industries, Inc., 
Philadelphia. Mr. Young, talking on 
“An Engineer's Approach to Office 
Systems” will explain the use of an 
electronic computer in inventory and 
production control, and will illustrate 
in detail the computer's role in aiding 
management decisions on one phase of 


Mr. Tisdale briefs his committee members and national SPA officers on plans for 


Joseph MacQueen, Alan Wood Steel Co. 


inventory control. Mr. Mann, draw- 
ing on his own company’s experience, 
will discuss “A Program for Integrated 
Data Processing and Control.” 


International plans outlined 


The final morning session will cover 
work sampling and management de- 
velopment in the office field. Elles M. 
Derby, Manager, Management Educa- 
tion, Coordination Division, Metropoli- 
tan Life Insurance Co., New York will 
report on Metropolitan’s techniques for 
developing managerial skills among of- 
fice personnel in his talk, “The Office 
Manager—Carbon Copy or Creative 
Administrator?” “Work Sampling in 
the Office” will be presented jointly 
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by Jeremy Addoms, Supervising In- 
dustrial Engineer, and Frederick A. 
Long, Research Industrial Engineer, 
The Atlantic Refining Co., Philadel- 
phia. 

The speaker at the last event of the 
conference, the luncheon on Wednes- 
day, October 19, will be Saul M. 
Silverstein, President, Rogers Corp., 
Rogers, Conn., who will report on the 
potentialities of international sharing of 
management knowledge. His talk will 
be based on his experiences in a 
number of international management 
seminars and meetings. 

A special exhibit of reports and 
manuals dealing with the subjects 
covered at the conference will be on 


seminars. 
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display at the AMA office manage- 
ment meeting. All conference meet- 
ings will be held at the Hotel Statler in 
New York. 


SPA will meet in Detroit 


“WORKSHOP for Management’, the 
Eighth Annual International Systems 
Meeting of the Systems and Proced- 
ures Association of America, will be 
held in Detroit this month. 

Opening on October 10 and running 
through Wednesday, October 12, the 
Conference will this year follow a 
new pattern. Each day several general 
sessions will run concurrently, as will 
small seminar groups. Participants 
will thus be able to develop a tailor- 
made program in the fields that inter- 
est them. The entire conference has 
been built around three main fields of 
concentration: 

1. General systems and procedure 
subjects. 

2. Electronic data processing. 

3. Operations research. 

Also new this year will be the scene 
of some of the seminars. A limited 
number of seminars on recent systems 
developments will be held within De- 
troit business offices and _ industrial 
plants, so that seminar participants 
may see actual demonstrations of the 


systems covered in their 


concepts 
chosen seminars. 

Among the Detroit concerns which 
will act as hosts to seminar sessions 
are Ford Motor Co., Burroughs Corp., 
Michigan Hospital Service, Evans 
Products, General Electric, Carboloy, 
the City of Detroit, General Motors 
Tech., Argus Cameras, Wayne Univer- 
sity, and the Chrysler Corp. 

Registrants can make up any com- 
bination of general sessions, regular 
seminars, and in-plant seminars they 
wish for their attendance at the con- 
ference. 

The opening general session on Mon- 
day morning, October 10, will be 
devoted to a discussion on “The Hu- 
man Equation in Organizational Plan- 
ning’, by Hugh Wichert, of the 
Studebaker-Packard Corp., Detroit, 
Michigan. The afternoon meetings will 
break into several general sessions, in- 
cluding in the first half of the after- 
noon, “Measuring Office Operation 
for Incentives”, to be discussed by 
W. Gilbert Brooks, Pitney-Bowes, Inc., 
Stamford, Conn.; “Training Personnel 
for Electronic Application to Busi- 
ness Problems”, by Dr. Arvid Jacob- 
son, Wayne University, Detroit; and 
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“Basic Concepts of Operations Re- 
search”, to be covered by Robert Fer- 
guson, Methods Engineering Council, 
Pittsburgh, Pa. 

The second half of the afternoon 
will be devoted to general seminars on 
“Quality Control in the Office;” “In- 
formation Handling with Modern 
Communication Facilities”; and “Tech- 
niques Used by the Operations Re- 
search Team”. Speakers for the three 
seminars will be, respectively, Alex 
L. Hart, Alex L. Hart Associates, New 
York; B. E. Wynne, Western Mary- 
land Railway Co., Baltimore; and Rus- 
sell Ackhoff, Case Institute, Cleveland. 

General sessions to be held during 
the first half of Tuesday morning will 
cover for the Procedure 
Writer,” discussed by Professor Clit- 
ford I. 


“Procedures 


Haga, University of Muinne- 
sota, Minneapolis; and “Challenges to 
Management Electronic 
Developments”, to be outlined by Dr. 
John Mauchly, Eckert-Mauchly Div., 
Remington Rand Corp., Philadelphia. 

The remainder of the Tuesday meet- 
ings will be given over to sessions on 
“Cost Reduction Through Records 
Management”, handled by John P. H. 
Dethman, Ford Motor Co.; “Experi- 
ence in Installing a Large Scale Elec- 
tronics Computer,” which R. M. Gil- 
more, Jr., Chrysler Corp., Centerline, 
Mich., will and “The Job 
‘Shred-Out’: A Management Simpli- 
fication Procedure”, which will be 
explained by Roger Bellows, Roger 
Bellows and Associates, Detroit. 

The two parts of the afternoon 
meetings on Tuesday will be split 
into two general sessions each. During 
the first half of the afternoon, David 
Gindoff, Gindoff and Berlfein, Los 
Angeles, will discuss “Getting the 
Most Out of Manual Methods and 
Devices”, and John Finelli, Metropoli- 
tan Life Insurance Co., New York, 
will talk on “Some Early Experience 
Indications of UNIVAC Applied to 


Business Problems.” 


in Current 


discuss; 


The two afternoon sessions during 
the second half of Tuesday afternoon 
will be “Yardsticks for Punched Card 
Applications” and “For Better Com- 
munication, Try Listening!”, which 
will be covered respectively by R. S. 
McLaren, Dravo Corp., Pittsburgh, 
and Dr. Wesley Wiksell, Louisiana 
State University, Baton Rouge, La. 

The Wednesday morning meetings 
will be similarly divided into two con- 
current sessions during each of the two 
periods into which the morning will be 
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divided. First general sessions will 
be “Management Improvement Pro- 
grams”, discussed by David Woellner, 
Consolidated Vultee Aircraft, San 
Diego, Cal., and “Gathering the Facts 
for Streamlining Procedures”, by 
Richard Neuschel, McKinsey & Co., 
New York. 

The second half of the morning 
will be given over to talks on “A 
Central Intelligence Program for Man- 
agement” and “Application of Statis- 
tics to Business Systems”. Ray Eppert, 
Burroughs Corp., Detroit, will cover 
the first subject; Robert W. Johnson, 
of Touche, Niven, Bailey, and Smart, 
Pittsburgh, the second. 

Subjects to be covered in seminar 
meetings held in the Sheraton-Cadillac, 
the convention hotel are: 

Organizational planning; work mea- 
surement; application of electronic data 
to payroll; application of electronic 
data to production planning and ma- 
terial control; organizing for opera- 
tions reasearch; operations research ap- 
lied to inventory management; opera- 
tions research applied to production 
control; and operations research applied 
to market research and distribution. 

Seminar meetings that will either 
be held in some office or plant in the 
Detroit area, or in both hotel and plant 
cover: 

Forms control; work simplification; 
organization of a systems and proce- 
dures department; conference leader- 
ship; organizing for an electronic sur- 
vey; application of electronic data to 
billing and accounting; integrated data 
processing; and operations research ap- 
plied to purchase vs. make costs. 

Approximately 1500 members and 
guests of the SPA are expected to at- 
tend the Detroit conference. 

SPA officials report that more than 
fifty exhibits of new business systems 
equipment will be held in conjunction 
with the conference. 


University will sponsor meeting 


THE UNIVERSITY College of the 
University of Chicago will sponsor in 
November a conference on office auto- 
mation described as the “nation’s first 
full scale comprehensive conference on 
the automation of data processing de- 
signed exclusively for senior officers.” 

Specific objectives of the special con- 
ference program announced by the 
University are to aid senior company 
officials in attendance: 

1. To assemble the information need- 


(To page 84) 
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Matching people and jobs: a scientific approach 


Improved morale and productivity result when job profiles are matched 
with appropriate personnel evaluations. 


“MATCHING people to jobs,” you 
say, “is contrary to sound psychological 
principles. We should build our jobs 
around the people we have.” 

Should we? If we did, would we 
have automobiles, radio, many of the 
other whole industries we have today? 


H. A. Warner 


Now a management consultant, Mr. 
Warner has served as system and 
methods specialist for a metropolitan 
bank, and a pulp and paper producer. 
He also was for six years the technical 
director of the National Office Man- 
agement Association. 
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by Hugh A. Warner 


Hursley Management Institute, Baltimore 


Perhaps it’s an academic question, one 
of those “Which came first, the 
chicken or the egg?” situations. Prob- 
ably it’s best not to try to solve the 
which-came-first dilemma. Maybe we 
should just look at three facts, and 
see if there’s anything we can do as 
managers to face these facts a little 
more realistically. 


Job distinctions basic 


Fact One: When we start an enter- 
prise, we discover at once that there 
are certain basic jobs which exist, even 
before we have people to fill them. 
Consider, for example, the man who 
owns a large piece of ground, and dis- 
covers that it’s a treasure of sand and 
gravel, just the thing to supply the 
hungry contractors’ machines all over 
his region. Of course, he could do 
all his shoveling himself, drive his 
own delivery trucks, do his own sell- 
ing, collect his own bills, keep his own 
books, and pay his bills in cash by 
driving around to each creditor’s place 
and giving him the money. 

We've made our point by now— 
our sand and gravel entrepreneur 
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couldn’t possibly do all those jobs, and, 
doing them, have much of a sand 
and gravel business. Of course he 
needs a power shovel operator, at least 
one truckman, and a bookkeeper. As 
he grows, he'll add people to the 
basic jobs, perhaps even splitting them 
into other jobs. He himself may be- 
come a pure administrator or manager. 
So we've adduced Fact One, which 
is that jobs exist, as entities, whether 
they’re specifically filled by separate 
persons, or all performed by one per- 
son, or not performed at all! (That 
clause could form the basis for a whole 
book itself.). 

Fact Two: Everyone is not equipped 
to do every job equally well. 

Fact Three: When people are put 
into the jobs they are best equipped 
to handle, unit costs go down and 
morale goes up. 

There’s nothing new in those three 
facts, nothing too startling. Except 
for the philosophy in the comment on 
Fact One, everything we've said so 
far is common knowledge. In fact, 
we've been living with these three 
facts so long that we've come to ig- 
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nore them pretty much, rather as we 
try to ignore the annoying gadfly. 

We try to ignore them because it’s so 
much easier on the surface to drift 
along catch as catch can, giving any 
work to any person who just happens 
to be handy. But is there any other 
way to do it? 

There surely is! It requires a little 
planning and a little work, but it 
pays off in unit costs that are lowered 
ten to thirty per cent, and in really 
remarkable improvement in morale. 
It’s tried, tested, true, and here it is 
outlined in brief. 


PREREQUISITE— 

Matching jobs and people isn’t all 
beer and skittles. In fact, there’s a 
definite requirement before a good 
matching job can be attempted. That 
prerequisite is a set of good job de- 
scriptions. However, that’s not much 
of a worry, for the firm without job 
descriptions is a much rarer firm 
nowadays than a few years ago; labor’s 
organization into powerful groups over 
the past thirty years has quite practic- 
ally compelled most employers to set 
down in writing the duties of every 
work station. 

If your firm happens to be that 
rarity which has not yet prepared 
written job descriptions, you will find 
great help in the “U. S. Dictionary 
of Occupational Job Titles,” a more 
or less weighty tome with supple- 
ments which you can probably find in 
your local library. If your library 
does not have it, you may get it from 
the Superintendent of Documents, 
Washington 25, D. C. 

Since this short article would be 
a long one if we digressed to discuss 


job descriptions and their other uses, 
we'll not do so; we'll take it for grant- 
ed that you have a set of good job 
descriptions, and move right along 
into the how of matching jobs and 
people. 

Lest the reader think there’s been 
some cataclysmic discovery voiding 
everything which went before, or that 
an invention of an automatic job-and- 
person matcher has cropped up, a 
word of warning is needed: what fol- 
lows involves some work and some 
pretty progressive thinking. Never- 
theless it is just the application of 
common sense to principles and tech- 
niques which are not new. What is 
new is the realization that these old 
servants when properly used will give 
us an improvement averaging between 
fifteen and thirty per cent in the 
results we get from our payroll dollar. 
Here are the high spots: 

Having had experience with job 
evaluation and performance rating, 
nearly everyone is familiar with the 
more practical methods of implement- 
ing such work. One of the most suc- 
cessful methods of Job Evaluation Per- 
formance Rating employs factors—and 
factors are used in the matching work 
we're discussing right now. 


Attributes of “factors” 


Any “factor,” be it for Job Evalu- 
tion or Performance Rating or match- 
ing jobs and people, by definition 
possesses two salient attributes: it 
must be easy to recognize and it must 
be easy to measure. And let’s just 
discuss those two words a bit: 

In order to measure something 
we've got to see it; that’s axiomatic. 
And can you see something like 


“Character,” or “Loyalty”? Not too 
visibly; certainly not until a long time 
has passed—yet we're looking for 
something we can see at once. “Ap- 
pearance” ought to do; so also 
should something like “Attendance,” 
“Production,” “Lateness,” “Height,” 
“Weight,” and a host of others. A 
point to remember: in choosing fac- 
tors choose those which fit what 
you're looking for (you wouldn't use 
“Appearance” in a job where the 
employee almost never sees anyone 
else); and choose those which are 
easy to see and to measure. Within 
those limits, any factor will do. 

When we speak of measuring 
we don’t mean measuring in units 
so accurate that they're meaning- 
less. We discourage the passion for 
useless accuracy which uses such a 
statement as “John is five feet, three 
and one quarter inches tall”. 

In fact, we try to choose a normal 
height such as five and one half feet, 
then say “he’s over that” or “he’s 
under that”. For our purpose that’s 
enough. Then too, we remember the 
law of perceptivity which states that 
“differences smaller than 15 per cent 
are not perceptible to unaided human 
senses.” But here again, for our 
purposes, that’s accurate enough. 

In fact, for job matching purposes, 
this technique will do: 

1. Select a top value; 

2. Select a bottom value; 

3. Calculate the half-way point; 

4. Calculate each quarter-way point. 
You have now a 25 per cent scale, 
which you can refine by saying “low- 
low” or “high upper medium” so 
that you have a valid 124% per cent 
scale for job matching. (To page 86) 
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Figure 1—How six factors of a typical job might be valued by executive group familiar with its details, 
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5. B. Rea’s “Readix” general purpose computer. 


“Low-cost” computer introduced by West Coast firm; 


railroads boost orders for electronic systems 


Seven railroads, N. Y. Transit Authority to use giant 


computers for payroll, inventory, car accounting: new 


equipment shown by Clary, Fischer & Porter, Systematics 


A new low cost general purpose 
electronic computer has recently been 
put on the market by the J. B. Rea Co., 
Santa Monica, Cal. Known as the 
“Readix”, the new unit has been de- 
signed to meet the “need for low-cost 
computing services among many small 
and medium size organizations,” ac- 
cording to the manufacturer. 

Instructions and data can be fed into 
the Readix by electric typewriters, 
punched paper tape, magnetic tape, or 
IBM cards. Output can be in the form 
of typed copy at the rate of 10 char- 
acters per second, punched paper tape, 
magnetic tape or IBM cards, at the 
rate of 100 cards per minute. 

The Readix can also transpose com- 
puted results onto plotted charts or 
graphs, if that is necessary for manage- 
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ment report charts, at the rate of one 
point per second. 

According to the manufacturer, 
maintenance problems are minimized 
in the Readix by a specially designed 
test panel, which makes it possible for 
one technician to maintain the ma- 
chine. 


New York subways to get Univac 


The New York City Transit Au- 
thority, as part of a long range plan to 
automate payroll, accounting and store- 
room procedures, has ordered thirty 
electronic machines, including a Uni- 
vac from Remington Rand. 

Authority officials predict a sub- 
stantial reduction in inventory will be 
possible through use of centralized 
storeroom control. Inventory, now 
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valued at $15,000,000, could be reduced 
by several million dollars when cen- 
tralized control is in full operation, 
according to a report on the benefits of 
automation prepared by James A. 
Dearie, Transit Authority Budget Di- 
rector, and James P. Waring, Purchas- 
ing Agent. 


Standard typewriters used for IDP 


Standard office electric typewriters 
can be converted to automatic data 
reduction readout devices with a new 
unit shown by Fischer and Porter Co., 
Hatboro, Pennsylvania, at the Instru- 
ment Society of America Conference 
and Exhibit, held in Los Angeles last 
month. 

The manufacturer declares that the 
unit permits high-speed remote opera- 
tion of typewriter keys and typewriter 
controls in response to coded electrical 
inputs. An optional tape punch ar- 
rangement provides a __five-hole 
punched paper tape record that may 
be fed into other tape reading data 
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processing equipment. 

The new unit consists of a control 
base on which is mounted a standard 
electric typewriter. The two-inch high 
base contains solenoid operated tapper 
bars that project upward into the type- 
writer. When actuated, each bar trips 
the corresponding typewriter key. 


Railroads order data processors 


Railroads continue to be a leading 
market for electronic data processors. 
Seven railroads have the IBM 705 
data processor on order, and 24 lines 
have ordered 34 650's from IBM. 

The uses to which the electronic 
computers are being put are varied. 
The New Haven Railroad, which 
plans to install a 705, will create a 
single centralized electronic machine 
bureau to take the place of four differ- 
ent installations it now has. The 
Illinois Central, which already has one 
650 and has ordered another, will use 
the new unit on payroll applic :tions. 
The New York Central is also using 
a computer installation for payroll 
procedures. The Central has ordered 
both a 705 and 650 from IBM. 

The New York Central is also in- 
stalling a system of tracking movement 
of freight cars and trains which will 
ultimately cover the line’s 69 major 
yards. The 650 will be used to process 
the operating figures on freight car 
movements. 

The Erie, the Chesapeake and Ohio, 
and the Southern Railroads are also 
installing car locating systems. 

The Reading Railroad plans to in 
troduce electronic processing of car 
accounting and revenue accounting in 
the near future. 


Adding machine gets tape punch unit 


A new automatic punch tape unit 
that creates a_ five-to-eight channel 
punched paper tape carrying in code 
form the results of the operations on 
a modihed Clary adding machine has 
been announced by the Electronics Di- 
vision of Clary Corporation, San Gab- 
riel, Cal. 

The new unit perforates the tape at 
the rate of 20 characters per second. 

The tape punch can be operated by 
remote control with a cable connection 
to the adding machine, or in hookup 
of multiple machines, according to the 
manufacturer. 

According to Clary, the electrical 
output adding machine, with commu- 
tating mechanism, is available in the 


(To page 82) 
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Fischer & Porter unit converts standard electric typewriters for data readout 


Clary adding machine punches five-to-eight channe! paper tape 


New Systematics device couples Monroe adding machine to IBM key punch 
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National Business Show offers new business aids 


THE NATIONAL Business Show en- 
ters its second half-century with this 
year’s exposition of modern office 
equipment and supplies. The show 
will be held from October 24th 
through 28th in New York City, and, 
like last year’s Golden Jubilee show, 


it will occupy two armories: those of 
the 69th and 71st Regiments. Man- 
aging Director Rudolph Lang has re- 
ported a twenty per cent increase in 
the number of exhibitors signed up. 
Many of these were expected to show 
new products. 


q Duplicating process 

An adaption of the xerographic 
process makes it possible to pre- 
pare masters for spirit dupli- 
cation by that method. Shown is 
a master prepared on the XeroX 
Flo-Set unit, which is made by 
The Haloid Co., Haloid St., 
Rochester, N. Y. Anything 
written, printed, or drawn, in- 
cluding blueprints and art work, 
can be copied, eliminating manu- 
al typing or drawing. 


Pictured on the following pages are 
some of the items to be seen at this 
year’s exhibition. According to the 
manufacturers, they are being pre- 
sented at the National Business Show 
for the first time. The selection, while 
not complete, is representative. 


q Folding chair 

This is the mode] 60-Y Space- 
Maker folding chair, new in the 
line of Cosco office furniture 
made by the Hamilton Mfg. 
Corp., Columbus, Ind. The legs 
and frames are of electrically 
welded tubular steel, and the 
finish is bonderized, baked-on 
enamel. The seat, of steel, is 
saddle-shaped and padded. Vari- 
ous upholstery and enamel fin- 
ish combinations are available. 


p> New Auto-typist 

The American Automatic 
Typewriter Co., 2323 N, 
Pulaski Rd., Chicago, of- 
fers its No. 3054 Selector 
Auto-typist with an aux- 
iliary typewriter. This 
unit can be used with one 
typewriter as master and 
the other as slave, or both 
typewriters can type form 
letters or paragraphs auto- 
matically from an Auto- 
typist record roll. 


p Dictating machine 
The Voice-Master Chal- 
lenger provides complete 
pushbutton control (on the 
microphone) of dictation; 
it is also used for tran- 
scription. It measures 10 
by 11 by 3% in. and 
weighs 10 Ibs. It records 
on magnetic disks which 
can be reused indefinitely. 
The maker is Magnetic Re- 
cording Industries, 11 E. 
16th St., New York. 
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q Mobile reference unit 

The Mobiler Directoire is an un- 
usual unit that combines the 
facilities of a telephone directory 
or catalog stand with a locked 
storage compartment. It can be 
used to hold catalogs or tele- 
phone books in the binder sec- 
tions, or it can be provided with 
visible binders, It is made by the 
Art Steel Co., Inc., 170 W. 233 
St., New York. 


q Adjustable posting stand 
The Hi-Lo Posting and Refer- 
ence Stand is a new product of 
the LeFebure Corp., Cedar Rap- 
ids, Iowa. The height is eas- 
ily adjusted; tension on the main 
spring is changed by a simple 
key adjustment, so that raising 
and lowering is not affected by 
the weight of sheets on the stand 
top. Height is maintained with 
a positive locking plunger. 
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>» Deodorizer 

This is the model A-2 Air- 
kem unit made by Airkem, 
Inc., 241 E. 44th St., New 
York. It contains Airkem 
in liquid form, which is 
dispersed either by natural 
evaporation or by a small 
electric fan, to eliminate 
unpleasant odors. Another 
model being shown uses 
this principle with a ven- 
tilating fan. 


» Charting aid 
Chart-Pak, Inc., 100 Lin- 
coln Ave., Stamford, 
Conn., has introduced a 
series of tapes, 1/32 and 
1/16 in. wide, in green, 
red, blue, and black, in 
broken lines and solid col- 
ors, as an aid to the pre- 
paration of charts. The 
tapes adhere to the charts, 
but can be peeled off when 
it is desired to revise the 
charts. 


p> Executive desk 

This desk has a new size 
top, measuring 92 by 42 
in., which is used with a 
standard double pedestal 
desk base. The manufac- 
turer is All-Steel Equip- 
ment Inc., Aurora, Il. 
Also shown by ASE is a 
series of platforms for type- 
writers and business ma- 
chines, designed to be add- 
ed to a standard desk. 
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Electric calculator 
The Deci-Magic calcula- 
tor, made by Marchant 
Calculators, Inc., Oakland 
8, Calif., provides full auto- 
matic positioning of all 
decimals and carriage dials, 
automatic carriage posi- 
tioning, automatic single 
entry squaring, automatic 
half-cent round-off, auto- 
matic accumulation of pro- 
ducts and quotients, and 
grand total accumulation. 


q Photocopier 

The Dial-A-Matic photo- 
copier is made by the 
American Photocopy 
Equipment Co., 1920 W. 
Peterson Ave., Chicago. 
An illuminated dial is used 
to determine and set the 
proper exposure for mate- 
rial being copied. Smaller 
than previous models, it 
measures 24 in. long, 9 in. 
deep, and 5 in wide. It 
takes paper up to 15 in. 
wide. 
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> Spirit duplicator 


The latest spirit duplicat- 
ing machine made by the 
Old Town Corp., 345 
Madison Ave., New York, 
is this model 9SR, a man- 
ual unit which handles 
paper or card stock from 
9 to 14 in. It has a self- 
regulating fluid feed with- 
out moving parts and a 
tank that holds fluid for 


several thousand copies. 


<_& 


> IDP typewriter 

The Electronic Codewriter, 
made by Underwood 
Corp., | Park Ave., New 
York, punches a 5-, 6-, 7-, 
or 8-channel paper tape as 
a by-product of any typing 
operation. It is a new item 
for integrated data process- 
ing; another is a Samas 
Auto-Tag converter for 
converting Dennison and 
Kimball punched tags into 
punched cards. 


> Eight-station collator 
The Macey Collator is be- 
ing exhibited jointly by 
Harris-Seybold Co., 4510 
E. 71st St., Cleveland, and 
Pitney-Bowes, Inc., Wal- 
nut and Pacific Sts., Stam- 
ford, Conn, It can gather 
up to 32,000 sheets an hour 
in sets of eight, handling 
materials from card stock 
to paper, in sizes from 3 


by 5 to 12 by 17 in. 


q Package sealer 

Better Packages, Inc., Shel- 
ton, Conn., is offering three 
new models: the Nike bag 
sealer for sealing polyeth- 
ylene bags with pressure 
sensitive tape, the Counter- 
boy 120-A for sealing car- 
tons with two strips of re- 
inforced tape, and the 
Tapeshooter 75, shown 
here, which _ includes 
among its features an auto- 
matic moistening control. 


q Add-punch machine 
The Auto-punch Adding 
Machine automatically 
punches 5-, 6, 7-, or 8- 
channel paper tape simul- 
taneously with the print- 
ing of figures on standard 
adding machine paper or 
wide forms. Made by the 
Monree Calculating Ma- 
chine Co., Inc., Orange, N. 
J., it is also offered in 
wide carriage models. It 
provides automatic coding 
and error correction. 
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p> Time-date stamp 

The Tym-an-Dater, offered 
by The Cincinnati Time 
Recorder Co., 1733 Cen- 


tral Ave., Cincinnati, can 
be used to validate any pa- 
per, showing year, month, 
date, hour, and minute, 
\plus optional upper and 
lower engraved die plate 
ywrinting. It has electro- 
rip operation, Geneva 
eared type wheel advance, 
lhrass type wheels and dies. 
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e New Addressograph 
The. Addressograph-Multi 
grath Corp., Cleveland 17, 
in sfiowing its new Model 
30) {Addressograph, which 
uses ia long-life carbon rib- 
bon }n printing from Ad- 
dresspgraph plates. It has 
an automatic plate feed 
with automatic refile, al- 
lows visual selection of 
plates. It is smaller than 
a standard typewriter. 


4 Microfilmer 
The Recordak Reliant Mi- 
crofilmer, a new product 
of Recordak Corp., 444 
Madison Ave., New York, 
has 40:1, 32:1, and 24:1 
reduction ratios, can pho- 
tograph fronts and backs 
of documents at once, or 
can record one side on 
either one-half or full film 
width; it can provide du- 
plicate film simultaneously. 


q Photocopying aid 

The Lite-Visor attachment 
filters out strong fluores- 
cent light and permits 
photocopies to be made 
under any office lighting 
conditions. It is of red 
plexiglass and is designed 
for use with the Copease 
Duplex Photocopier. Both 
the photocopying machine 
and the Lite-Visor are 
made by Copease Corp., 


270 Park Ave., N. Y. 


q Offset plate maker 
The Haloid Co., Haloid 
St., Rochester, N. Y., has 
developed translucent film, 
called XeroX Trans-Posi- 
tive sheets, which will take 
images by xerography from 
any type of original. The 
film, transposed onto a 
positive-working  pre-sensi- 
tized metal plate, then 
makes offset plates, requir- 
ing no negative. 


» Portable collator 
The Table-Top Collator is 
one of a new line of col- 
lators being introduced by 
Thomas Collators, Inc., 50 
Church St., New York. 
Features of the new line 
are a bin assembly rede- 
signed to give 70% greater 
paper capacity, rotating 
feed fingers for more posi- 
tive operation, and new 
exterior design to improve 
overall appearance. 


> Electric calculator 
The Plus Duplex Electric 
Calculator is available in 
9/10 and 12/13 capacities. 
A product of Plus Com- 
puting Machines, Inc., 5 
Beekman St., New York, 
it has an extra “memory” 
register for automatic 
grand and net totals, auto- 
matic accumulation, sub- 
traction, and “full cent” 
feature. 


Also being shown: 


Color-coded photocopy method 


Folding machine 
The Model 57 electric fold- 
ing machine has been in- 
troduced by the A. B. Dick 
Co., 5700 W. Touhy Ave., 
Chicago. It can be set for 
any of six folds, Feeding 
can be continuous, with an 
output of up to 150 copies 
a minute. The machine 
handles duplicating papers, 
bond, ledger, book, coated 
and uncoated paper. 


4 Accounting machine 
The Underwood Simpli- 
matic is a multi-register 
accounting machine that 
writes, adds, and subtracts, 
furnishing true credit bal- 
ances in red, with auto- 
matic totals in every cross- 
footer and register. It has 
three adjustable carriage 
return positions and a type- 
writer keyboard. It is made 
by the Underwood Corp., 
1 Park Ave., New York. 


Peerless Photo Products, Inc., Shoreham, L. L., N. Y., 
has introduced positive papers on heavy stock, in green, 
yellow, and white, as a means of providing color-coded 
photocopies. The sheets are available in several sizes. 


Portable photocopier 


Cormac Industries, Inc., 80 Fifth Ave., New York has 
brought out a portable photocopier called the Cormac 
Scout, housed in a lightweight case which also contains 
supplies and extra paper. It weighs 24 lbs. 
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Books and Pamphlets 


The use of full-keyboard 
adding machines 

A new text-workbook providing in- 
struction in the basic operating tech- 
niques applicable to full-keyboard add- 
ing machines, including the NCR 
“live” keyboard models, has been 
authored by Dr. James R. Meehan 
and Dr. Gilbert Kahn and_ published 
by the Gregg Publishing Div., Mc- 
Graw-Hill Book Co., Inc., 330 W. 
42nd St., New York. The 64-page 
book also discusses computation of 
discounts, payrolls, earnings records, 
and miscellaneous reports. Actual 
records of one business are used. 
The book is entitled How to Use Full- 
Keyboard Adding Machines, and is 
priced at $1.08. 


How the Consultant Works 

The Wm. C. Brown Co., Dubuque, 
lowa, has published a new Manual of 
Industrial Engineering Procedures, 
which has been edited by John A. Pat- 
ton, president of John A. Patton Man- 
agement Engineers, Inc. 

The publisher’s preface explains the 
purpose of the book as follows: 

“The procedures of Management En- 
gineering specialists have frequently 
been surrounded by an air of mystery. 
The client, in many instances, has been 
led to believe that some ‘magical’ form- 
ula has been used to solve his prob- 
lems. Instead of encouraging the use 
of good management principles, this 
practice of mystery actually stops many 
business firms from using counsel 
which they badly need. Many firms 
fear they ‘can’t understand’ industrial 
management procedures and are there- 
fore reluctant to use them. 

“The purpose of this manual is to 
attempt to dispel this air of mystery 
and magic and to set forth in an easy- 
to-understand style the actual proce- 
dures of one of America’s most success- 
ful firms of management engineers. 
These procedures can be applied to 
your own business, whether you have 
10 or 5,000 employees.” 

The book deals with the basic steps 
in the installation of wage incentives, 
cost control, job evaluation, plant lay- 
out, and other programs. These are 
presented for the purpose of showing 
the basic principles involved, since each 
individual application must be tailored 
to suit the company concerned. 


The volume is priced at $10. 
OFFICE MANAGEMENT October, 


Purchasing, Procedure for Local 
vovernments 

The Govforms Co., 111 Broadway, 
New York, offers Purchasing Pro- 
cedure for Local Governments, by 
Joseph M. Cunningham, CPA, systems 
consultant, which is designed to show 
how forms can be used to simplify the 
purchase of municipal supplies, mate- 
rials, and services. Sample forms are 
included, together with a description 
of procedures recommended for their 
use. Price, $1. 


Writing Business Letters 


“We make no bones about it; we 
wrote this book to show you how we 
think business letters should be writ- 
ten, not to tell you how they are writ- 
ten.” With these prefatory remarks, 
J. H. Menning, professor of market- 
ing at the University of Alabama, and 
C. W. Wilkinson, professor of journal- 
ism at Michigan State University, in- 
troduce a new volume called Writing 
Business Letters. 

This introduction is characteristic of 
the informal “you-and-we” style of the 
book and of its attempt to be com- 
fortably natural, rather than “correct,” 
in communicating with its readers. 

The authors spend four chapters de- 
scribing the basic principles applicable 
o all business letters. These chapters 
have to do with good will, salesman- 
ship, style, and appearance. The next 
eight chapters deal with applications 
of those principles to many types of 
letters, including inquiries and special 
requests, replies to such inquiries, or- 
ders and acknowledgments, sales let- 
ters, job-getting letters, claims and ad- 
justments, letters about credit, and col 
lection letters. The final two chapters 
are devoted to the preparation and 
writing of reports. 

Writing Business Letters is pub- 
lished by Richard D. Irwin, Inc., 
Homewood, Ill., and is priced at $5.50. 


Aecountants’ Index 


The American Institute of Account- 
ants, 270 Madison Ave., New York, 
has published the eleventh supple- 
ment of its Accountants’ Index. This 
is a 486-page book including approxi- 
mately 20,000 listings covering books, 
articles, and pamphlets on accounting, 
taxation, and related subjects published 
in 1953 and 1954. The supplement 
contains an entry for every card in the 
catalog of the Institute’s library. 

The volume is priced at $12 and is 
obtainable directly from the AIA. 


1955 


Coming Events 


National Employ the Physically 
Handicapped Week. October 2-8. 
Sponsor:American Federation of the 
Physically Handicapped, 1370 National 
Press Bldg., Washington, D. C. 


Fourth Annual International Confer- 
ence on Methods Time Measurement. 
Chicago, October 5-6. 

Sponsor: Methods Time Measurement 
Association. Place: Congress Hotel. 


NOMA Office Machinery & 
Equipment Exposition. 

Atlanta, October 10-12. 

Sponsor: National Office Management 
Association. Place: Biltmore Hotel. 


SPA International Systems Meeting. 
Detroit, October, 10-12. 

Sponsor: Systems and Procedures As- 
sociation of America. Place: Sheraton 
Cadillac Hotel. 


Special AMA Conference on Auto- 
mation. New York, October 10-12. 
Sponsor: American Management Asso- 
ciation. Place: Hotel Roosevelt. 


Tenth Annual Governmental Pur- 
chasing Conference and Products 
Exhibit. Washington, October 16-19. 
Sponsor: National Institute of Gov- 
ernmental Purchasing, Inc. Place: 
Shoreham Hotel. 


AMA Office Management Conference. 
New York, October 17-19. 

Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


Rochester Business Show. 
Rochester, N. Y., October 20-22. 
Sponsors: Rochester Chapter of the Na- 
tional Office Management Association; 
Rochester Chamber of Commerce. 
Place: Chamber of Commerce Build- 
ing. 


NOMA Area 5 Conference. 
Rochester, N. Y., October 21-22. 
Sponsor: National Office Management 
Association. Place: Sheraton Hotel. 


Records Management Conference. 
San Francisco, October 24-25. 
Sponsors: University of California 
School of Business Administration; Na- 
tional Records Management Council, 
Inc. Place: Bellevue Hotel. 

(To next page) 
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Coming Events 
(Continued ) 


National Business Show. 

New York, October 24-28. 

Sponsor: Office Executives Association 
of New York (New York Chapter of 
the National Office Management Asso- 
ciation). Places: 6%h and 71st Regi- 
ment Armories. 


Cincinnati Business Show. 
Cincinnati, October 25-26. 
Sponsor: Cincinnati Office and Busi- 
ness Equipment Show Committee, Inc. 


Place: Hotel Sheraton Gibson. 


AMA Insurance Conference. 

Chicago, October 26-28. 

Sponsor: American Management Asso- 
ciation. Place: The Palmer House. 


Insurance Conference. 

Washington, October 26-28. 
Sponsor: Insurance Accounts Associa- 
tion. Place: Shoreham Hotel. 


Tenth Annual Business Forms Con- 
vention. Edgewater Park, Miss. 
October 29-November 3. 

Sponsor: National Business Forms As- 
sociates. Place: Edgewater Gulf Hotel. 


Conference on Tax Planning. New 
York, October 31-November 1. 
Sponsors: American Institute of Ac- 
countants; New York State Society of 
Certified Public Accountants. Place: 
Hotel Biltmore. 


Measurement of Management Con- 
ference. New York, November 3-4. 
Sponsor: Society for Advancement of 
Management. Place: Hotel Statler. 


24th Annual National Conference of 
the CIA. Los Angeles, November 6-9. 
Sponsor: Controllers Institute of Amer- 
ica. Place: Statler Hotel. 


San Francisco Conference and Office 
Equipment Show. San Francisco, 
November 7-9. 

Sponsor: San Francisco Chapter of the 
National Office Management Associa- 
tion. Place: Sheraton Palace Hotel. 


1955 Eastern Joint Computer Confer- 
ence and Exhibition. Boston, 
November 7-9, 

Sponsors: American Institute of Elec- 
trical Engineers; Institute of Radio 
Engineers; Association for Computing 
Machinery. Place: Hotel Statler. 


IMS 19th Annual Time and Motion 
Study and Management Clinic. 
Chicago, November 9-11. 

Sponsor: Industrial Management So- 
ciety. Place: Sherman Hotel. 


Electronic Business Systems Confer- 
ence. Los Angeles, November 10-11. 
Sponsor: National Machine Account- 
ants Association (Western Region). 
Place: Statler Hotel. 


Conference on Office Automation. 
Chicago, November 14-15. 

Sponsor: The University of Chicago. 
Place: Shoreland Hotel. 


Second International Automation 
Exposition. Chicago, November 
14-17. 

Sponsor: The International Automa- 
tion Exposition. Place: Navy Pier. 


Professional Institute, “Electronics in 
Management.” Washington, 
November 14-18. 

Sponsor: The American University. 
Place: The American University. 


Minneapolis-St. Paul Seminar and 
Office Equipment Show. Minneapolis, 
November 15-16. 

Sponsor; Mineapolis-St. Paul Chapter 
of the National Office Management As- 
sociation. Place: Nicollet Hotel. 


Air Conditioning & Refrigeration 
Exposition. Atlantic City, 

November 28-December 1. 

Sponsor: Air-Conditioning & Refrig- 
eration Institute. 


Conference, “Practical Utilization of 
Recorded Knowledge,” Cleveland, 
January 16-18. 

Sponsor: Western Reserve University. 
Place: Western Reserve University. 


AMA General Management Confer- 
ence. San Francisco, January 24-37. 
Sponsor: American Management Asso- 
ciation. Place: Hotel Fairmont. 


AMA Personnel Conference. 

Chicago, February 15-17. 

Sponsor: American Management Asso- 
ciation. Place: The Palmer House. 


1956 British Industries Fair. London 
and Birmingham, England, February 
22-March 2 and April 23-May 4. 
Sponsor: British Industries Fair Ltd. 
Places: In February, Earls Court, Lon- 
don. In April, Olympia Hall, Lon- 
don (office and other equipment) and 
Birmingham (heavy industry). 
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Association News 


THE RECORDS MANAGEMENT 
Association of New York met on Sept. 
12 and heard Dr. Earl G. Nicks, 
Underwood Corp., discuss “The Hu- 
man Side of Records.” 


THE TOLEDO Chapter of the Na- 
tional Office Management Association, 
meeting on Sept. 13, had as its guest 
speaker John R. Crowley, of Hotpoint, 
Inc. Mr. Crowley spoke on “Methods 
Improvement.” 


THE OFFICE MANAGEMENT As- 
sociation of Chicago has received the 
1955 Certificate of Recognition from 
the American Trade Association Ex- 
ecutives of Washington, D. C., “in 
recognition of its meritorious contri- 
bution to the advancement of trade 
association management.” 


THE YORK (PA.) CHAPTER of 
the National Office Management As- 
sociation met on Sept. 12 at the Hotel 
Penn. Following dinner, Alvin L. 
Leisey, Jr., of the New Holland Ma- 
chine Div., Sperry Rand Corp., dis- 
cussed “Work Simplification.” 


THE RECORDS MANAGEMENT 
Association of Chicago initiated its 
1955/56 program with a dinner meet- 
ing on Sept. 13 at Stouffers, 26 W. 
Madison. The program featured a 
round table discussion on “So You 
Plan to Set Up a Subject File?” with 
Mabel Waller as moderator. 


THE OFFICE EXECUTIVES Asso- 
ciation of New York began its 1955/ 
56 season with a luncheon meeting 
at the Masonic Club on Sept. 14. Wil- 
liam Jacquette, of Ernst and Ernst, 
spoke on “Control of Office Costs.” 
At the dinner meeting on the 21st at 
the Hotel Belmont Plaza, Dr. Ken- 
neth McFarland presented a talk en- 
titled, “How Big Is Your Personality?” 


THE NATIONAL ASSOCIATION 
of Cost Accountants recently awarded 
two medals to authors of papers consid- 
ered to be outstanding in the litera- 
ture of industrial accounting. The 
prizes, known as the Lybrand Awards, 
were given as follows: the first-place 
Gold Medal to Lewis W. Roe, assis- 
tant comptroller, Columbia-Geneva 
(To page 88) 
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Computers— 
(From page 26) 


lations on an individual basis, so this 
example is completely unreal and, 
fact, it is difficult to give a good 
commercial example of interpretive 
routines since they are not very well 
suited to commercial applications. By 
their nature, interpretive routines are 
suitable mainly for “one-shot” prob- 
lems with recognizable 
This is typical of some scientific prob- 
lems but not of commercial problems. 

2. Compiling routines: 

This type of routine is used to pro- 
duce, for subsequent use, a complete 


sub-divisions. 


program in machine code from the 
original set of instructions which are 
generally in pseudo-code. Integral 
parts of compiler routines are: 

(a) Translator codes to translate 
the pseudo-coding. 

(b) A library of subroutines on 
magnetic tape under the control of 
the computer to act as building blocks 
so that the required program can be 
built up. 

(c) A routine to identify the re 
quired subroutines from the library 
and to read them into internal mem- 
ory positions as indicated by the pro- 
grammer. 

(d) A converting routine to convert 


- permanence 


The brilliant blue-white of a fine rag paper by Neenah lends prestige 
to your reports, letters, agreements, surveys and important records. 
Neenah papers are tub-sized and air-dried for a more luxurious typing 
surface. Their long cotton fibers withstand repeated handling and 
time. For the finest in boxed typewriter papers, ask your stationer 


for Neenah. 


Neenah is America’s most complete line of fine business papers. 


Old Council Tree Bond. . 100% rag 
oo ae ee 75% rag 
Citettaim Bastd....ccscccccce 50% rag 
ey ee 25% rag 
Old Council Tree Onionskin. .100% rag 
Success Onionskin....... --- 15% rag 
Neenah Onionskin...... eos 25% rag 


Finishes—bond and cockle 
Weights—substance 7,9, 13, 16,20 and 24 
Sizes—8'% x 11; 844 x 13;8%x 14 
Neenah is also available ream wrapped. 


NEENAH PAPER COMPANY ~ Neench, Wisconsin 


40 FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 9%. 
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the relative or symbolic coding of the 
subroutines to fixed coding as soon as 
storage addresses are allocated to the 
subroutine. 

(e) A housekeeping routine to tie 
the separate subroutines together into 
one composite program by providing 
transfer instructions from one sub- 
routine to another as required by the 
original pseudo-code instruction. 

As an example of the action of 
compiler routine, let us consider the 
following: 

It is desired to set up a program 
in order to calculate the net pay of a 
worker where two different wage 
incentive plans out of a possible nine 
are involved. The nine different 
wage incentive plans are stored on 
magnetic tape as subroutines identified 
by code letters OA—OI along with 
other subroutines for tax calculations 
(AA) social security deductions (AH), 
etc. All subroutines on the tape are in 
relative coding. 

To prepare this program will re- 
quire a very large number of machine 
code instructions. However, using a 
pseudo-code in collaboration with a 
compiler routine the coding could be: 

ROAB 
ROCB 
RAAB 
RAHB 
HKFN 
which would perform the following: 

RO A B—Read subroutine OA (the 
first incentive plan required) into stor- 
age beginning at B. 

R OC B—Read subroutine OC (sec- 
ond incentive plan required) into 
first available storage at the end of 
the first subroutine. (R OCC would 
mean read the subroutine into another 
position in memory starting at C.) 

R A A B—Read subroutine AA (tax 
calculation) into first available storage 
positions. 

R A H B—Read subroutine AH (so- 
cial security) into first available storage 
positions. 

H K F N—Perform necessary house- 
keeping functions to tie these sub- 
routines together as a completed pro- 
gram. 

Six simple instructions in pseudo- 
code can thus be used to compile a pro- 
gram of considerable length in ma- 
chine code. It is easy to learn and 
remember the pseudo-codes associated 
with the compiler routine, and from 
these pseudo-codes, long and complex 
programs can be compiled by the com- 
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the preferred pencil of America-on-the-job! Mongol plots the equations in a Tennessee 
chemical plant. Mongol writes the salescheck in a New York store. Mongol dispatches 
the freight train in Kansas. 


Mongol was the first well-known brand of yellow pencil. It’s America’s standard of 
quality—and today’s Mongol is the smoothest-writing, blackest-writing, longest- 
wearing pencil you can buy. It’s one of more than 3,000 products made by Eberhard 
Faber, the name people rely on for fine writing materials. Look for that name— 
Eberhard Faber—on EVERY pencil you buy! 
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puter. In the example given, the start- 
ing address for the first subroutine 
was allocated by the code (address B), 
and the addresses for the other sub- 
routines were allocated by the com- 
puter. Many compiling routines allow 
the computer to make the allocation 
of all addresses. Normally this is 
done after the complete program has 
been assembled from the given speci- 
fications. 

It should be noted that the compiler 
does not perform the processing as 
does the interpretive routine, but pre- 
pares a program which is then avail- 
able for further use. The program 
will not require “debugging” if the 


original problem has been stated cor- 
rectively in pseudo-code, and if the 
compiler itself has been correctly con- 
structed. 

3. Generating routines: 

This type of routine is used to ex- 
tract from a generalized subroutine 
the instructions required to handle spe- 
cific values of the variables involved. 
Let us suppose that a subroutine to 
accomplish sorting of data has been 
written and stored on tape as part of 
the library of subroutines. The sub- 
routine has been written in the most 
general possible way to include: 

(a) Alphabetic, numeric or alpha- 
numeric items. 
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(b) Items of all sizes likely to be 
encountered. 

(c) Key words of all sizes. 

(d) Variable positions of the key 
words. 

(e) Sorting in ascending or descend- 
ing order. 

Let us consider that this subroutine, 
of a total length of 390 instructions, is 
made up as follows: 

Section (a) 

(i) To handle alphabetic data— 
30 instructions 

(ii) To handle numeric data—30 
instructions 

(iii) To handle alphanumeric data 
—30 instructions 

Section (b) 

(i) To handle items less than 10 
words long—50 instructions 

(ii) To handle items between 10 and 
20 words—50 instructions 

(iii) To handle items between 20 
and 50 words—50 instructions 

(iv) To handle items over 50 words 
long—50 instructions 

Section (c) 

(i) To handle key word in Ist posi- 
tion of item—20 instructions 

(ii) To handle key word in 2nd 
position of item—20 instructions 

(iii) To handle key word in 3rd 
position of item—20 instructions. 

Section (d) 

(i) To handle key words of under 
5 digits—10 instructions 

(ii) To handle key words of 5-10 
digits—10 instructions 

(iii) To handle key words of over 
10 digits—10 instructions. 

Section (e) 

(i) To handle ascending order sort- 
ing—5 instructions 

(ii) To handle descending order sort- 
ing—5 instructions. 

Any time that it was required to 
sort any given data, this general sub- 
routine could be read completely into 
the internal memory of the computer 
and the sorting performed. 

These 390 instruction steps, how- 
ever, constitute a fairly long program, 
taking up a considerable number of 
memory positions. If this sorting rou- 
tine is to be a part of another program, 
e.g. a compiled program, then it may 
overrun the available internal storage. 
It is the job of the generating routine 
to cut down the length of this sub- 
routine by selecting only those portions 
relevant to the particular variables 


being handled. 
If the pseudocode shows that we 
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have to sort in ascending order, al- 
phabetic items, each of 25 words, with 
key words in the third position of 
the item, and that there are five digits 
in the key word then the generating 
routine would select the following sec- 
tions from the generalized subroutine: 

Section (a)—(i) which has 30 in- 


Section (d)—(ii) which has 10 in- 
structions. 

Section (e)—(i) which has 5 instruc- 
tions. 

The total length of this generated 
program is only 115 instructions, a sav- 
ing of 275 instructions over the gener- 
alized subroutine. 


structions, The type of generator illustrated 
Section (b)—(iii) which has 50 in- here is fairly simple. In many present 
structions. day generating routines the subroutines 
Section (c)—(iii) which has 20 in- available to the generator are merely 
structions. the individual machine instructions 
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with no data as to addresses, etc. The 
insertion of the parameters into the 
generating routine enables it to piece to- 
gether the individual machine instruc- 
tions into a completed program. The 
number of instructions generated may 
vary from program to program. 

As an example, suppose a computer 
has three internal transfer instructions, 
one for a single word transfer, one 
for a 2-word transfer and one for a 
10-word transfer. If it is desired to 
transfer 5-word items within the com- 
puter, then the generator will choose 
two instructions of the 2-word trans- 
fer type and one instruction of the 
single word transfer. If it is desired 
to transfer 12-word items within the 
computer, the generator will choose 
one 10-word transfer and one 2-word 
transfer. 


Functions of routines 


To sum up the functions of the 
three main divisions we have: 

(a) The interpretive routine trans- 
lates from a pseudo-code to machine 
code and from these decoded instruc- 
tions calls upon subroutines usually 
stored in internal memory and_per- 
forms the necessary calculations to 
achieve the desired results. 

(b) The compiler routine translates 
from a pseudo-code to machine code, 
and from these decoded instructions 
constructs a program by extracting 
required subroutines from its  sub- 
routine library and connecting these 
subroutines together. The program 
thus compiled is now available for use 
by the insertion of the required data 
to be processed. 

(c) The generating routine translates 
from a pseudo-code to machine code 
and from these decoded instructions 
generates a program by dissecting a 
generalized subroutine to provide for 
processing only those instructions 
which are relevant to the particular 
problem, or creates its own program 
from skeletal coding. 

Of the three routines the compiler is 
clearly the most inclusive and during its 
operation may employ both interpretive 
and generating routines. The gen- 
erating routines, however, by virtue 
of their great flexibility in manufactur- 
ing their own programs show greatest 
promise of enabling automatic coding 
to be of use in commercial problems. 

The techniques of automatic coding 
were devised to make it easier for the 
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A New NMAA officers 

New officers of the National Machine 
Accountants Association get together 
after their election. Seated, left to 
right: Frank H. Beill, of Cadillac Mo- 
tor Car Div., treasurer; Donald L. 
Gerighty, Aeroquip Corp., executive 
vice president; Robert O. Cross, South- 
ern California Edison Co., president; 
and Richard L. Irwin, new executive 
secretary of NMAA, retiring president. 
Standing, left to right, are six new 
vice presidents: Edward A_ Pagni, 
Johnson & Johnson; Dr. S. Edgar 
Wirt, Purdue University; W. L. Dan- 
iel, Virginia Dept. of Highways; Mil- 
ton M. Trammel, Humble Oil & 
Refining Co., Frank J. Miller, Con- 
sumers Cooperative Assn.; and L. W. 


Gearhart, Eli Lilly & Co. 
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Words from the governors 
Words by the thousand issued from the 
recent Governors Conference in Chi- 
cago. Conference proceedings and 
other work kept two machines busy 
turning out 25,000 copies. E. W. 
Boehm, Chicago distributor for A. B. 
Dick Co., and Walter E. Erickson, 
Illinois state superintendent of print- 
ing, examine a portion of the output. 


> Contest winners in London 

Mrs. Marie Agniel, of Jefferson City, 
Mo., who won a trip to Europe in Mos- 
ler Safe Co.’s “Dream Vacation” con- 
test for secretaries, is shown with her 
son, Dr. Harry Agniel, in front of 
Buckingham Palace. 


October, 1955 


News 
pictorial 


V Flying brain 

The first electronic “brain” to go 
abroad for commercial use is loaded 
on a DC-6A for flight to Paris. It is 
IBM’s 100th Type 650 Magnetic Drum 
Data Processing Machine, and will be 
used in a new data processing center. 
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THE OFFICES of this country are a 
vast hatching ground for records. Re- 
cords are born by the thousand every 
second of the working day. One 
might suppose that, having lived out 
their useful lives, they would be dying 
at the same rate. And so they are, 
but is the office then rid of them? 

No. The remains are buried by the 
ton in filing cabinets and transfer cases, 
on shelves and in vaults. Serving no 
useful purpose whatever, they yet oc- 
cupy millions of dollars worth of stor- 
age equipment covering millions of 
square feet of high rental office space. 
Clearly an unconscionable proportion 
of the nation’s energies is consumed 
in the preservation and care of dead 
records. 

Of late there has been much dis- 
cussion of the art (or science, as many 
would prefer to call it) of records 
management, and much has been said 
about a thing called “records birth 
control.” Business is becoming aware 
of the enormous expense of creating 
and keeping unnecessary records, and 
it is looking into this area in the hope 
and expectation of making vast sav- 
ings. 

Yet, even when the unnecessary 
records remain unborn and the de- 
funct ones have been disposed of, the 
nation’s offices must still contend with 
a quite appalling bulk of paper. Dis- 
regarding the creating and processing 
of paperwork, the mere storage of 
this mass is a formidable undertaking. 

The manufacturers of records stor- 
age equipment, recognizing the prob- 
lem, have been at work to create bet- 
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The high cost of office space is one of the important factors in the expense 
of record-keeping. Illustrated on this page are some of the means being 
developed to reduce the space occupied by records. At the extreme top left is 
a system of mounting transfer cases on rollers riding on tracks, to eliminate 
much of the usual aisle area. At the left of the center row is a file cabinet 
typical of several new five-drawer models having the same height as standard 
four-drawer units. Next to it is an open-shelf installation with a rolling desk- 
chair unit, and at bottom left is a horizontal rotary file; both are designed to 
provide compact records storage. Another space-saving device is the expanding 
drawer front, at bottom right. (Pictures by courtesy of Dolin Metal Products, 
Art Steel, Watson, Wassell, and Northwest Metal Products, respectively.) 
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ter equipment than ever before. It 
might seem that “filing is filing and 
that’s all there is to it”; but that is not 
the case. 

Two approaches to the problem have 
been especially productive; one has 
been to reduce the space given to re- 
cords storage by making the equip- 
ment more compact, and the other 
has been to eliminate wasted time and 
unnecessary physical labor by making 
the records handling process more ef- 
ficient. 


Storage equipment is more compact 


It might seem impossible to reduce 
the space occupied by a given number 
of records; yet this is being done. Con- 
sider some of the possibilities: 

Over the last year or so a number of 
manufacturers have introduced five- 
drawer filing cabinets with a height 
about equal to that of a standard 
four-drawer cabinet. This is done 
essentially by redesigning the cabin- 
ets to eliminate some of the space 
not actually occupied by records—the 
space between drawers, the height of 
the bottom drawer from the floor, 
the unused space within drawers, etc. 
The net result, of course, is a_ re- 
duction of floor space for a given bulk 
of records by about 20 per cent. 

Another space-saving device is the 
expanding drawer front, which elim- 
inates the need for “working space” 
within a drawer. 

New attention has been directed to 
the use of open-shelf filing, which 
requires less space than the use of 
conventional filing cabinets. Not all 
of the new equipment is strictly 
“open,” for in some cases side panels 
are provided to keep out dust. Yet 
the arrangement of material sideways 
on a shelf very much reduces the 
aisle area required, for it is no longer 
necessary to leave room in which to 
pull out a drawer. This system is 
probably best used when entire fold- 
ers are to be removed, rather than in- 
dividual letters or records. While 
it can handle both active and inactive 
records, very active records usually are 
better filed in some other way. 

Another development is the mount- 
ing of storage equipment on rollers 
which ride on tracks. The tracks 
may be secured directly to the floor, 
or they may be suspended overhead. 
The space saving here is accomplished 
primarily by eliminating the custom- 
ary aisle space. Suppose, for example, 
that a row of six units were located 
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(not mounted on tracks) against the 
wall of a storage area. Immediately 
in front of them would be placed a 
set of tracks supporting five units on 
rollers. Access to the rear row would 
be obtained merely by sliding one of 
the rolling units to the side. A second 
set of tracks might then be placed 
immediately in front of the first slid- 
ing row, again providing for five roll- 
ing units. Theoretically, the number 
of such rows is unlimited, but two 
(in addition to the fixed rear row) 
is considered a practical number in 
most cases. Several more, however, 
can be added where access to the 
rear rows is infrequent. This ar- 
rangement is considered well suited 
to the economical storage of relatively 
inactive records. Banks of transfer 
cases are easily mounted in this man- 
ner. 

Within some card filing systems, 
several procedures have been devel- 
oped which eliminate the need for 
separators or guides, making possible 
some saving of space. This is ac- 
complished by using the cards them- 
selves to provide their own indexing. 
Several methods are offered. In one 
case, two metal rails are inserted in 
a tabulating card file drawer, one at 
each side at the bottom of the drawer. 
The regular tab cards are notched at 
the bottom corners to fit easily over 
the rails, but those cards which are 
to be used for indexing are not notched. 
Thus, when a batch of these cards is 
placed in a drawer, most of them 
settle normally to the drawer bottom. 
The index cards, however, which are 
not notched, rest on the rails, and 
the tops protrude above the other 
cards to provide “self-guiding.” The 
notches in the cards are easily made. 
They do not interfere with normal 
punched card operations, and existing 
tab cards can be notched in this man- 
ner. 

In a number of other systems, records 
are kept in the form of die-cut sheets 
or cards. The sheets may be cut to 
have a protruding tab at the top or 
side, or, conversely, a portion of the 
top margin may be cut away to reveal 
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a part of the sheet immediately be- 
hind. Such sheets are made in sets, 
with the tabs—or the cutouts—mov- 
ing progressively from left to right, 
on successive sheets. (In the case of 
cutouts, the first sheet would have 
a wider cut than the second, and each 
successive sheet would have a narrower 
cut.) Such sets can be marked with 
printed or written signals which not 
only locate the sheet but also show 
when a sheet is missing or misfiled. 

One of the newer products de- 
signed to make filing more compact 
physically is an insert tray which may 
be placed in a file drawer, inserted 
in certain visible filing units, or used 
directly on a desk top. It is of metal 
and has front and rear plates angled 
twelve degrees open from the ver- 
tical. Between these, and occupying 
the body of the tray, are a number 
of lightweight (.020 gauge aluminum) 
dividers, equipped with end rails (at 
each side of the tray, that is) to pre- 
vent material filed between them from 
slipping out, and with provisions at 
the top for holding index inserts. 
This unit was designed to eliminate 
file folders, cardboard separators, in- 
dex tabs, and follower blocks, all 
of which are space-consuming. It is 
used for correspondence and document 
filing. 


Record size can be reduced 


Other means of lessening the bulk 
of records include reducing the size 
of the individual records—as by using 
4 by 6 cards in lieu of 5 by 8 
cards, if the smaller card can be 
made adequate in size (this may in- 
volve a redesign of forms, the sub- 
stitution of symbols or abbreviations 
for items formerly written out in 
full, or the elimination of unnecessary 
information). The use of hanging 
folders in lieu of standard file folders 
eliminates the need for follower blocks. 
Another possibility is to transfer the 
recorded information to another medi- 
um, such as punched cards, microfilm, 
punched paper tape, magnetic tape, 
etc. Still another is to combine re- 
cords to reduce the number actually 
kept. 

An interesting example in which 
two different storage media are con- 
solidated is the following: A promin- 
ent manufacturer of visible index 
equipment has this year introduced a 
visible record card specifically designed 
for use with integrated data process- 
ing systems. In such systems, various 
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types of office machines are linked 
together by a “common language,” 
usually punched paper tape. The 
new record cards are designed to 
provide storage of the tape together 
with additional posted information. 
In one type, a pocket is found on the 
card itself, shaped to hold the tape 
corresponding to certain permanent 
information on the card, such as name, 
address, account number, etc. In the 
second type, tape is not stored in the 
file, but the edge of the card is 
iteself punched with the same code 
used on the tape. This latter develop- 
ment is feasible because of the intro- 
duction this year of a new model of 
the Flexowriter (a tape-punching and 
tape-reading typewriter) which can 
read code from the edge of a card 
as well as from standard punched 
paper tape. Where integrated data 
processing is in use, this method pro- 
vides, by a most novel method, a re- 
duction in the bulk of records stored. 
And in addition to such methods, 
of course, there is a favorite trick of 
records management experts—to re- 
move, physically, the inactive but ne- 
cessary records to low-cost storage areas, 
where occasional requests for filed in- 
formation can be serviced by a spe- 
cialist via telephone at lower cost than 
they could be if the records occupied 
expensive space in the main office. 


Record handling can be made easier 


The other principal approach to 
improved filing—to reduce wasted time 
and labor—has brought some _inter- 
esting results. 

Much is being said about systems 
and about forms design. For example, 
many records which once were kept 
in bound ledgers are now maintained 
on loose cards in tub files, trays, etc. 
Ledger entries which once were made 
by hand are now accomplished by 
machine. The main purpose behind 
all this, obviously, has been to save 
time and effort. 

Although such practices are now 
common, it should not be forgotten 
that the development of the new sys- 
tems required a parallel development 
of new equipment. This develop- 
mental process is continuing, and 
equipment and systems design must 
necessarily be considered together as 
part of the same evolution, each acting 
directly on the other. 


One of the trends of recent years 
has been to consolidate, in individual 
stations, the storage areas for active 
records and the machines and other 
equipment used in working with those 
records. The modern desk unit 
which provides card storage together 
with either a writing area or a place 
for a posting or bookkeeping machine 
is a typical example. So is the rotary 
card file, designed to provide conven- 
ient storage for records close to the in- 
dividual who uses them. 

This approach gives the operato: 
complete control of his own area of 
operations. It saves steps to the files 
and back. It can avoid the need f 
sending a record through several hands 
before it is completed. Usually, like 
most of the labor-cutting methods of 
the modern office, it depends on the 
simple device of keeping all records 
and equipment within reach of a 
seated operator. In many cases, this 
even means that records are brought 
to the operator to prevent her having 
to go to them. Mechanized files pro- 
vide just this service. 

There are a number of types <f 
mechanized files, of course. A fam- 
iliar example is the wheel type, in 
which cards ride around the rim of a 
rotating wheel. They may be attached 
to it, but in a number of systems 
the cards ride loosely (held in place 
by a belt or other device) and may 
be easily removed and replaced. An- 
other popular type of rotary file is 
that in which cards rest loosely in 
trays, while the trays themselves are 
brought within reach of the operator 
by the rotation of a larger structure. 
Such devices may be electrically pow- 
ered or manually operated. There are 
a number of variations on this princi- 
ple. Some units rotate vertically, others 
horizontally; still others do not rotate 
at all but use a system of sliding trays. 

To keep files within reach of a seated 
operator, other manufacturers have 
tried an opposite approach—they pro- 
vide for moving the desk and chair 
to the files. This may be done by 
mounting a desk-chair combination 
on wheels guided by tracks. There 
are also instances of files in which the 
chair and writing surface can be me- 
chanically elevated to reach upper tiers 
of filed material. 


At the filing station itself, various 
methods are employed to permit sim- 
plified access to. the stored material. 
These procedures usually fall into the 
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Another way to cut the costs of record 
keeping is to reduce the labor in- 


volved. One method is to bring the 
records to the operator, instead of 
requiring the operator to go to the 
records; this can be a great time- 
saver. Mechanized files are designed 
to accomplish just this. Top: Rem- 
ington Rand’s “Robot-Kardex,” which 
carries visible-type cards in banks of 
trays that move up and down. Center: 
“Simplifind,” made by Wheeldex & 
Simpla, in which record cards ride 
unattached in trays that move in a 
roughly circular path. Bottom: 
Craig’s “Electric File,” which carries 
ecards unattached in banks of trays 
that move vertically. In all three 
types, the operator remains seated, 
while the cards are brought to desk 
level automatically. 
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category of systems rather than equip- 
ment. For instance, the use of “visi- 
ble” systems, in which a portion f 
each card or sheet can be seen with- 
out moving the card immediately in 
front of it, is an aid to locating cards 
quickly, and to returning them rapid- 
ly to the files after use. 

One new development of this type 
which appeared this year seems par- 
ticularly promising. This is a system 
employing cards printed with forms for 
use in such work as savings ledger 
applications, accounts receivable, cen- 


The “visible” method of filing per- 
mits identification of a record with- 
out moving the one immediately 
ahead of it. A part of each card 
remains exposed, and thus a portion 
of its contents can be read without 
touching it. Shown here are several 
familiar examples of equipment for 
keeping records of this type. From 
top to bottom: a loose-leaf binder, 
a cabinet, and a tube-type desk ref- 
erence stand. (Pictures by courtesy 
of Wilson Jones, Globe-W ernicke, and 
Victor Safe & Equipment.) 


tral information files, credit reference 
files, etc. Across the top of each 
card is printed either a set of num- 
bers from 0 to 9 or an alphabetical 
index such as “A, B” or “K, L, M.” 
The top of the card is cut away across 
the entire span of these printed posi- 
tions, except that one projecting tab 
is left on each card to correspond to 
one of the index positions. A single 
set of cards would have a card for 
each position, and each card would 
be correspondingly tabbed. However, 
not all positions need be used, and 
several cards can be used in each posi- 
tion. 

A set of as many as 50 cards might 
be grouped behind a guide card. Sup- 
pose the file were alphabetical, using 
individual names. A typical guide 
might read “Lo.” Behind that guide 
would be placed cards for all names 
beginning with those letters—but in 
random order. 

Suppose a card were to be made out 
for an individual in this category 
(Long, Lockwood, Logan, etc.) whose 
first name is Howard and whose mid- 
dle initial is L. The initials themselves 
suffice for indexing. First, a card 
would be selected with a tab over the 
alphabetical division containing the 
letter H—the first initial. (The tab 
might also include the letter I, but 
this is immaterial, because the number 
of cards used behind any one guide is 
relatively small.) At the top of the 
tab—space is left for it—the clerk 
would write in the individual’s middle 
initial, in this case L. 

The card is then placed at random 
behind its guide. To locate it, the 
clerk spots the guide (which is clearly 
marked), knowing that all names be- 
ginning with Lo will be located be- 
hind it. She then quickly locates the 
alphabetical position corresponding to 
the first initial, H. Normally there 
will be an average of from three to 
five tabs in this position, and by 
simple inspection that one containing 
the second initial—the L—can be read- 
ily located. 

It is conceivable, of course, that 
more than one account may be indexed 
by the same two letters, but since not 
more than 50 cards will be located 
behind the main guide, and since there 
are ten alphabetical positions, provid- 
ing an average of only five cards in 
each tab position when the maximum 
number of cards is used, this situation 
should not occur very often. When 
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it does, it is a simple matter to ex- 
amine the cards so indexed in order 
to locate the right one. 

This actually is a very simple meth- 
od of indexing, and it is applicable 
to numerical as well as alphabetical 
systems. Presumably it can also be 
adapted to geographic, chronological, 
and other filing methods. The par- 
ticular virtue of the system appears 
to be the fact that it permits random 
filing behind the guides—with ll 
that suggests in saving the time re- 
quired to file. 

This method is described in some 
detail because it is new and appears 
to be significant, not because it is 
necessarily an improvement over ex- 
isting systems for any given applica- 
tion. It is assumed that the reader is 
familiar with many of the other filing 
systems and will not need to be re- 
minded of their individual strengths 
and weaknesses as applied to various 
record keeping needs. 

Random filing can save filing time 

Random filing is also available in 
other forms. In one application cards 
are notched along the bottom edge in 
accordance with an indexing code. 
(Index notching is done mechanically, 
using a keyboard.) The cards are then 
placed in a special file. Operation of 
an electrified keyboard causes cards 
of a given index code to be selected 
automatically and to be projected above 
the remainder of the cards in the 
file so that the names or other identi- 
fying information can be quickly se- 
lected by simple inspection. It accom- 
plishes by electro-mechanical means 
a kind of indexing-by-sorting such 
as is accomplished by the use of mar- 
ginally punched cards and a sorting 
needle—although the applications of 
the two types are not necessarily sim- 
ilar. 

Savings in labor can be brought 
about in other ways, of course, such 
as by improving efficiency in the use 
of signaling systems, indexing, etc. It 
is a common observation of records 
experts that most filing systems are in- 
adequately supplied with guides. One 
guide for every ten or fifteen cards is 
regarded as an efficient number. 

However, systems vary enormously, 
and, except to note that they are avail- 
able both predesigned (“packaged”) 
and custom made, there is hardly 
space here to discuss them. The one 
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4m A NEW KLEER-PAK BINDER 
For Sales Presentations or as a Personal File 
An ideal place for clippings, photos, 
pedigree papers, testimonial letters, etc. 
All metal is eliminated from this binder. 
The rings are made of flexible plastic and 
hold all plastic leaves in perfect align- 
ment. Cover is hand rubbed, pure vinyl, 
in Rodeo Design. Ready for personali- 
- zation. 10 by 12 inches. 
No. R-10 with 10 Sheet Protectors 
No. R-20 with 20 Sheet Protectors 


4» SMEAD'S "On the Street”’ 
CARRYING CASE in LEATHER-LIKE 
MATERIAL 
Made of Leather-Like Material, size 10 
by 15 inches, with Glyd-Loc fastener, 
now gift wrapped. An ideal gift for 
carrying many business and personal 
papers, articles, etc. A commuter’s 

special. No. 4056E 


Me SMEAD'S PATTERN FILE 

Now comes in new beautiful daisy pat- 

tern design and gift wrapped. A 10 com- 
rtment pattern file . . . an ideal gift 

or the homemaker. 

P315M (Maroon) P315B (Blue) 

P315G (Green) P315D (Daisy) 


SMEAD’S HOUSEHOLD FILE 


This 3-way indexed home file now comes 

in beautiful new daisy design ee 
wrapped. Truly “A Gift for any - 
casion.”’ + 
W315-M (Maroon) W315-G (Green) 
W315-B (Blue) W315-D (Daisy) 
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by Smead Craftsmen 


YOU'LL WANT TO BUY MANY A FOR 
ANY GIFT GIVING OCCASION... At last. ..a line that is always 
up-to-date. Ideal for business or personal giving any time of the year. 


The utilitarian value, the beauty and 
individuality of each item shown on this 
page makes anyone of them an appre- 
ciated gift upon any occasion. 


The novel and long wearing finishes and 
the individual styling are such that you 
will not find them duplicated elsewhere. 


Me""MY PERSONAL PORTFOLIO" 
An “Under the Arm” Carrying Case 
Made of hand rubbed, pure vinyl, in 
Rodeo Design. Taylon plastic zipper. 11 
by 16 inches. Gift wrapped. It is the 
perfect gift for the busy man. 

No. VLI1611 


Mm SMEAD'S EXPANDING FILE 
Made of Leather-Like Material with 21 
roomy pockets. It outwears ordinary 
material 9 to 1. Gift wrapped it makes a 
beautiful present for the office or home. 
No. R-117A 
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THE SMEAD MANUFACTURING CO., INC, 


— 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%, 


MRSMEAD'S DESK SECRETARY 
This beautiful personal desk file is made 
of pure vinyl, dark brown, in pigskin 
finish. 10 by 12 inches. Gift wrapped. 
No. VL39 


4m SMEAD'S RECORDING FILE 


The perfect carrier for 7 inch recordings 
and tapes of dictated mail. ng wear- 
ing Smead’s Leather-Like Material. Ask 
for gift wrapped No. L-513 


All items attractively 


wrapped, 


See your stationer today. Examine 
these useful and beautifully packaged 
items. 
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one margin is exposed. 


point that seems of paramount import- 
ance is that a company should place 
primary emphasis on systems (using 
the term, in its broadest sense, to 
cover the whole range of record keep- 
ing operations) rather than on equip- 
ment. It can hardly be forgotten that 
today’s experts in office efficiency have 
never ceased to cry out against those 
who try to fit operations to equipment, 
rather than equipment to operations. 
It is the system—and the results it 
obtains—which is of primary import- 
ance, not the mechanical aids incor- 
porated in the system, however much 
they may contribute. 


Vertical and visible filing 

Before proceeding to the list of 
manufacturers of filing equipment and 
supplies, it may be useful to discuss 
two terms common in filing which 
are sometimes misunderstood: “ver- 
tical” and “visible.” 

Not infrequently, people assume 
that a vertical file is one in which the 
papers are filed standing on one edge, 
as in a conventional correspondence file. 
But it is equally apparent that many 
of the so-called visible systems provide 
for the filing of papers in a similarly 
“vertical” position. 

The term “vertical” actually has no 
relationship to the position of a filed 
paper with respect to the true ver- 
tical. It dates back to a time—quite 
a few years ago—when the keeping 
of papers was a disorganized, indis- 
criminate process, with documents ly- 
ing loosely in boxes, drawers, and 
pigeonholes. The concept of gather- 
ing papers and stacking them in an 
orderly pile was, by contrast, a “ver- 
tical” type of filing. 

Actually the term means nothing 
more than that papers are filed one 
“above” (or in front of) another so 
that the paper above covers the one 
below. They may all be stood on 
their edges, but the principle is not 
altered. Vertical filing is therefore 
better described by the word “blind,” 
a term which is sometimes applied to 
it. Its predominating characteristic 
is simply that the written matter on 
one paper is completely obscured by the 
paper in front of it. 

In visible filing, however, at least 
some part of each record can be read 
without disturbing the paper or papers 
immediately in front. The records 
may be offset so that an entire margin 
is visible, and in some cases, more than 
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Perhaps the commonest idea of a 
visible system is of that type in which 
cards are placed in pockets in a tray 
or book (or perhaps, fastened in a 
ring binder in a staggered arrange- 
ment) so that the bottom line or so is 
completely visible. 

It seems arbitrary, however, to in- 
sist that an entire margin be visible 
before considering a record to be of 
the visible type. The important fact 
is that enough of it is visible to permit 
it to be identified without moving the 
records ahead of it. Thus, the cate- 
gory may be considered also to in- 
clude systems in which cards are 
identified by self-tabs or by equival- 
ent indexing created by cutting away 
portions of the card ahead. 

This principle has been considerably 
developed, however. In one popular 
type of record-keeping, the cards are 
offset to the side, rather than at top 
or bottom, and are placed in tub files, 
with dividers separating the horizontal 
rows of cards. To keep them in posi- 
tion, the bottoms are generally notched 
to fit firmly but unattached, over rods 
in the bottom of the file or tray. 

Often a diagonal cut is made on 
either or both of the upper corners 
of the card, providing additional visi- 
ble margin area. Manufacturers of 
this type of equipment generally refer 
to it as “vertical-visible,” on the 
grounds that it employs the principles 
of both vertical and visible methods. 


It can be argued that any vertical 


system will employ some visible ¢le- 
ments, specifically in the protruding 
tabs of file folders and guides, and 
that any visible system has some 
vertical characteristics, inasmuch as a 
large portion of each card is covered 
by the card ahead of it. The distinc- 
tion, therefore, has to do with the 
individual record; if any portion of 
it is sufficiently visible to permit iden- 
tification, the system is visible; on the 
other hand, if cards are completely 
covered, the system is vertical. 
Vertical-visible equipment may thus 
be regarded as a form of visible filing. 
However, the physical arrangement of 
records is considerably different from 
that of the first visible systems and the 
term “vertical-visible” is useful in dis- 
tinguishing the newer arrangement, 
which generally employs tubs or wide 
trays, from the older, which is more 
typically housed in flat trays, tray- 
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type drawers or books, or in loose 
leaf binders. 

Vertical filing systems are generally 
considered to offer the virtues of com- 
pactness, relatively low cost of equip- 
ment, ease of removing and replacing 
records, and ease of expansion. The 
principal disadvantages lie in the time 
required to locate a particular record 
(especially if insufficient guides are 
used), greater wear on the cards be- 
cause of the handling required to locate 
a given record, and the higher possi- 
bility of temporarily losing a card be- 
cause of misfiling. 

Visible systems provide the advan- 
tage of more rapid location of records, 
minimum handling of records, and 
sharply reduced danger of misfiling. 
In return for these assets the user 
must usually pay a higher price for 
the equipment and provide more space 
for it (sometimes a great deal more) 
than a vertical file would require. 
Some visible systems, notably those in 
which cards are carried in pockets, 
do not permit fast removal of cards, 
while both removal and replacement 
are extremely simple in other visible 
systems. Where a card is used basically 
for reference, of course, removability 
is not a factor, unless the files are 
being rapidly expanded. If hand post- 
ing is required, however, this aspect 
may be of concern unless the physical 
arrangement of the cards in the tray 
provides a comfortable writing sur- 
face. If posting is by machine, obvi- 
ously card removal must be made 
simple. 


Use should determine filing system 

Clearly, there are so many advan- 
tages—with, of course, some accom- 
panying disadvantages—in both main 
types of equipment, to say nothing of 
the variations among systems within 
each type, that it would be foolish 
to argue that one method is better 
than another. Examination will usu- 
ally show that one method is better 
than another in any particular case, 
but a study of the individual case and 
the available systems is required. 

An additional factor in selecting a 
filing system is the matter of fire 
protection. While insulated safes pro- 
vide one obvious answer, the insulated 
file is being given particular emphasis. 
The degree of protection is indicated 
by such labels as the Class C and Class 
D labels awarded by the Underwriters’ 
Laboratories, Inc. A Class C label, 
for example, indicates that the con- 


OFFICE MANAGEMENT 


; .~ | 
‘ , 
5 
i 
. } ———— ee OO 
s int : 
fs 
A _ 
: e 
" ' 
ES . 
r 
4 z 
$4 uy al 
he 7 
a a ° 
( af 4 
aay 
~ Pog _ 
a% t 
teh i 
“— a 
il if 
(a a 
” 
an 
i} a 
a ‘4 
v ve 
‘ Rip ai 
Sos: 
a | 4 
“| 
a 2 
_¥ 
ah . 
oe 
A ee 
- » 
a ni 3 
. . 
a a 
: 
1} 
* . _ 
72 4 * 
' | 
i i 
ie 
4 ay 
[ ‘“ 
“fF ; 
| % 
' + 
| 
Al 
Te S2 Po ee 
: 4 | 
yy : 
rier 
4 f 
1 Sohal 
i, AE 
Wp 3 - 
yy : q. . ~ 
4 : : <o % 2 , 2 ee s i cs : “4 7 
. - 2 he a a Sha a © = A a a i Se a he 


FOUR ACES) 
that help in any 
, business iT; 


WITH DOORS > 


For Maximum 
Record Protection 


Crimp graf 
TRANSPAR 

CRIMPED SIGNALS , 

for Protected Visible Cares 


q WITHOUT DOORS 
For Greatest Record 
Accessibility! 


HERE’S HOW THE VISI-SHELF 
SYSTEM CAN SAVE YOU 
SPACE—TIME—MONEY 


Floor Plan of an Actual Filing Area Before 
Installation of the Visi-Shelf Filing System 
No matter what kind of record housing you use, Graffco 
has the right signal for you. All colors, sizes and shapes 
to classify, remind, call for action. Let Graffco help you 
put more order and result in the business day. Write for 
free Graffco Product Color Folders. 


 NU-VISE 
SIGNALS lad 
Pi ‘ be 


They Never Forget” 


This area was occupied by 196 four drawer letter filing cabinets with 
a filing capacity of 784 drawers or 20,776 filing inches. 


Floor Plan after Installation of the Visi-Shelf Filing System 
Oo Oo Oo Oo fy 
a|Co Oo Co [jo 

}}o> o> oo oO 


More Then Moll the Fiimg Aree Recovered tor Othe: Use! 


90 Visi-Shelf Filing Units, occupying less than half the original filing 
area, hold all of the records previously filed in the entire filing areal 


These units, with a filing capacity of 25,380 filing inches offer 4,604 
: vies PACK more filing inches —an increase of 25% in filing capacity. 


OM-10 

TRANSPARENT PLASTIC BOXES Send for full details of ff ben me on aga 1 
: : ce . this remarkable new ff eode 1 

Graffco Signals and Maptacks are now available in this i New York 13, N. ¥ 
attractive self-service pack. 25 boxes of 1 item in a Please send free catalog describ- i 
carton. In standard assortment of popular colors or i ing the new Visi-Shelf Filing System. 
special assortment. steed | 
VISI-SHELF an i 

rm Name 

GEORGE B. GRAFF CO. FILE INC. 2m a 
54 Washburn Ave. Cambridge 40, Mass. 105 READE STREET Zone......State......... i 


NEW YORK 13. N. Y. 
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The visible principle has been de- 
veloped into a form sometimes re- 
ferred to as “vertical-visible.” Record 
cards are so filed that they are offset 
to the side and are often cut so 
that more than one margin remains 
visible. Such cards are usually filed, 
unattached, in banks supported by 
dividers (as shown at the top). A 
tub-type filing unit is commonly used 
for housing. Such files are often 
mounted on casters or are provided 
with a desk surface. They can be 
moved into a position where cards 
can be easily reached by a machine 
operator. There is a tendency, thus, 
to combine storage and working 
areas in one station. (Pictures by 
courtesy of VueFax and Visirecord. 
respectively.) 


struction of the safe or file is such 
that the inside temperature will not 
exceed 350° F as a result of one hour’s 
exposure to a “standarized” fire reach- 
ing 1700° F. It also carries certain 
assurances with respect to explosions 
resulting from sudden heating, and 
the ability to withstand the impact 
from a 30-foot drop. A Class D label 
is similar, with certain exceptions; for 
example, it includes no statement as 
to the ability of the safe to withstand 
dropping. 

The detailed provisions covering 
these and other labels were printed 
in the “Tools for the Office” section 
of Office Management in October, 
1954. They will be discussed again 
in a subsequent issue dealing with 
office safes. 
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Following is a list, by categories, of 
the major manufacturers of filing 
equipment of the drawer type (includ- 
ing transfer cases), shelf filing equip- 
ment, rotary and mechanized files, visi- 
ble record equipment, and filing sys- 
tems and supplies. 


Filing Cabinets and Transfer 
Cases 


(This portion of the list is concerned 
with conventional drawer-type equip- 
ment. Special types of filing equip- 
ment will be found in subsequent 
sections of the list.) 


All-Steel Equipment Inc., Aurora, 
lil. Filing cabinets: three lines, sus- 
pension (ball bearing cr. '. type and 
cradle type with roller *- gs) and 
non-suspension; letter, ‘ega, card, 
document, tariff, check, and other sizes; 
letter and legal sizes have 2 to 5 
drawers. 

American Box & File Co., 18 Man- 
gum St., S. W., Atlanta. Current in- 
formation not available. 

American Metal Products Corp., 
3864 Laclede Ave., St. Louis. Filing 
cabinets: suspension and non-suspen- 
sion, in various sizes and numbers of 
drawers. 

Arrow Paper Products Co., 502 W. 
30th St., New York. Transfer cases: 
current information not available. 

Art Metal Construction Co., ]ames- 
town, N. Y. Filing cabinets: “Speed- 
File” line, ball bearing progressive sus- 
pension; letter, legal and other sizes; 
correspondence files have 2 to 5 draw- 
ers. 

Art Steel Co., Inc., 170 W. 233rd St., 
New York. Filing cabinets: 8 lines, 
with progressive ball bearing and pro- 
gressive cradle ball bearing suspension, 
non-suspension, and non-suspension 
with roller bearings; letter and legal 
sizes with 2 to 5 drawers (one line 
with 6); one line of 1- and 2-drawer 
“Add-a-unit” models; “SAFO” line has 
combination lock security vault. Trans- 
fer cases: letter and legal sizes, | 
drawer, of steel. 

Atlantic Microfilm Corp., 41 Union 
Square West, New York. Microfilm 
cabinets: 5 and 7 drawers; progressive 
ball bearing suspension; for 16, 35, or 
70 mm. film. 

Atlas Stencil Files Corp., 16716 
Westfield Ave., Cleveland. Cabinets 
for filing offset plates, stencils, nega- 
tives, etc.; some with progressive ball 
bearing suspension; 1 and 2 drawers; 
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equipped with special hangers. Price 
range, $23 to $375. 

Automatic File & Index Co., 549 W. 
Washington Blvd., Chicago. Filing 
cabinets: letter and legal sizes, 2 to 
5 drawers, some with expanding draw- 
er fronts and backs; progressive sus- 
pension slides; other sizes include card, 
ledger, document, X-ray, invoice, 
check, and combinations. 

Bankers Box Co., 720 S. Dearborn 
St., Chicago. Transfer files: “Stax On 
Steel” line of corrugated fiber board, 
reinforced with steel; 1 drawer, letter, 
legal, check, and tabulating card sizes. 
Also “Liberty” line of storage boxes in 
similar sizes. 

The Bentson Mfg. Co., Inc., Aurora, 
lil, Filing cabinets: three lines; pro- 
gressive ball bearing suspension; letter 
and legal sizes, 2 to 5 drawers; card 
sections and document files. Price 
range, $76.25 to $92.35 for 4-drawer 
letter files of the three lines. 

Berger Div., Republic Steel Corp., 
1038 Belden Ave., N. E., Canton, Ohio. 
Filing cabinets: three lines; progressive 
ball bearing rollers, also progressive 
suspension with solid rollers; letter 
and legal sizes, 2 to 5 drawers. Price 
range, $63 to $90. Transfer cases: 
steel units; letter, legal, ledger, check, 
tabulating card, and bill sizes. 

Browne-Morse Co., Muskegon, Mich. 
Filing cabinets: “Glider” line; letter 
size, 2 to 5 drawers; legal size, 2 to 4 
drawers; full ball bearing suspension. 


Several other ingenious methods have 
been devised for making records easy 
to use, yet compact to store. An 
example is “Magne-Dex,” in which 
the principles of magnetism are used 
to make cards separate so that they 
ean be located as readily as if they 
were of the visible type. (Picture by 
courtesy of Business Efficiency Aids.) 
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Keep expensive steel file space 
active by transferring inactive 


records to Liberty Storage Boxes. | 
’ Liberty Boxes are best because— . 


@ 25 Standard Stock 
Sizes .. . special 
sizes mede to order 

@ Patented Closure is 
easy-to-use, keeps 
records clean 


@ Highest quality 
materials throughout 

@ Systematic labeling 
makes locating any 
record easy 


@ Records are protected 
against dust and @ Take years and years 
spilling of rough usage 


Sold by all leading stationers 


Send today for FREE Catalog picturing 
and describing economical rec storage 
products for every business. 


BANKERS BOX COMPANY 


720 S. Dearborn Street ¢ Chicago 5, Illinois 


@ From time to time, Office 
Management takes surveys 
among its readers for edi- 
torial or advertising infor- 
mation. Survey findings 
now available cover uses of 
offset and photocopy dupli- 
cating equipment in offices; 
effects of air conditioning 
methods that 
have been found best for 


equipment; 


floor care; and types of 
towels and soap used in of- 
fice washrooms. Interested 
readers may obtain survey 
results by writing Service 
Dept., Office Management, 
212 Fifth Avenue, 
York 10, N. Y. 


New 


FOR MORE INFORMATION USE READERS’ 
INQUIRY COUPON ON PAGE 9%. 
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Prices: $87 and $98.75 for 4-drawer 
letter and legal sizes. 

Cole Steel Equipment Co., Inc., 285 
Madison Ave., New York. Filing cab- 
inets: letter and legal sizes, 2 to 5 
drawers; suspension mounting; also 
various combination files, some with 
safe compartments, blueprint cabinets, 
one-drawer letter files, card cabinets, 
and other sizes. Price range of cor- 
respondence files: $17.70 to $62.95. 
Transfer cases: steel units; one drawer; 
letter, legal, and check sizes. Also 
“Pronto” fiber board cases, some with 
steel fronts, in letter, legal, invoice, 
ledger, card, tabulating card, check, 
document, and other sizes. Price 
range: $1.40 to $6.70. 


Columbia Steel Equipment Co., 
Lincoln-Liberty Bldg., Philadelphia. 
Filing cabinets: letter and legal sizes, 
1 to 5 drawers; card, ledger, and other 
sizes; some have combination locks; 
suspension mounting; also line of 
microfilm cabinets. 


Convoy, Inc., 3424 Navarre Rd., S. 
W., Canton, Ohio. Transfer cases: 
16 sizes from tabulating card to 12 
by 12 in. ledger; Chemboard construc- 
tion (chemically hardened corrugated 
fiber board). Price range, $2.40 to 
$4.95. 


Corry-Jamestown Mfg. Corp., Corry, 
Pa. Filing cabinets: two lines (“Steel 
Age” and “Corrian”); progressive ball 
bearing and non-progressive ball bear- 
ing suspensions; letter and legal sizes, 2 
to 5 drawers; extensive range of other 
sizes and numbers of drawers; also 
microfilm cabinets. Transfer cases: 
“Steel Age” line of steel units; letter, 
legal, and tab card sizes. 


Currier Mfg. Co., 2448 W. Larpen- 
teur Ave., St. Paul. Filing cabinets: 
current information not available. 

Diebold, Inc., 818 Mulberry Rd., S. 
E., Canton, Ohio. Filing cabinets: 
insulated correspondence files with 
Class C fire protection labels. Trans- 
fer cases; “Safe-T-Stak” steel units; 16 
sizes, from card to 12 by 12 in., in- 
cluding microfilm; nylon rollers and 
guides; price range: $3.50 to $6. 

Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn, N. Y. Filing 
cabinets: letter and legal sizes, 2 and 4 
drawers; non-suspension with ball bear- 
ing rollers; canceled check cabinet, 10 
drawers, non-suspension. Transfer 
cases: two lines; steel units; roller bear- 
ings on 15 sizes, ball bearing rollers on 
65 sizes. Special service: space-saving 
installation of files, especially transfer 
cases, on rollers riding on floor-mount- 
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SORTING at its best. . 


. . » for fine alphabetical 
sorting of items pre- 
poratory to posting 
and filing accounts 
receivable and 
accounts poyable, 
mail sorting, filing 
remittances 

or receipts, etc. 


NUMERICALLY 


. .« use Vert-A-Sort to 
sort checks quickly in 
numerical order, 
speed sorting of 
invoices, bills of 
lading, for 
terminal digit 
sorting, etc. 


_ FOR COMPLETE 
_ DETAMLS 


ERHEAD 
p TO YOUR LETT 
PIN THIS A av en 
co. 
bia” 4 5. CHICAGO AVE. 
CHICAGO 17. ILLINOIS 


whatever 


your 
position 


PURCHASING AGENT 
Za) GIST, 


SPT* A 


by using this 
FREE IOEA 
BORE 2 


| You'll seve time & money | 
| 


\\ 

aA First time ever, Elbe offers 
a comprehensive FREE 
IDEA BOOKLET! Strictly 
objective, it clearly ex- 
plains when and how to 
use loose-leaf binders. 
This booklet, like all Elbe 
products, is designed to 
- results for you. Send 
or your personalized 
free copy today! 


INC. 


ELBE FILE & BINDER CO., 


Americe 5 Most Complete Source of Loose Leet Product a 


& Sales Presentations 
FALL RIVER, MASS: Ly 


Dept 0-1 


FOR MORE INFORMATION USE READERS* 
INQUIRY COUPON ON PAGE 9%. 
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ed tracks, as described in introduction 
on page 48. 

Durable Metal Products Co., 1709 
St. Marks Ave., Brooklyn, N. Y. Fil- 
ing cabinets: correspondence sizes, in- 
cluding 2- and 4-drawer models; non- 
suspension ball bearing mounting. 

Fidelity Steel Equipment Co. (for- 
merly Keystone Steel Equipment Co., 
Inc.), Delaware and Morris Sts., Phila- 
delphia. Filing cabinets: three lines; 
cradle suspension with ball bearing and 
solid rollers, and non-suspension types; 
letter and iegal sizes, 2 to 5 drawers. 
Price range (4-drawer letter size mod- 
els): $49 to $72.50. 

Futuramic Steel Products Corp., 1400 
Atlantic Ave., Brooklyn, N. Y. Filing 
cabinets and transfer cases. Current in- 
formation not available. 

The General Fireproofing Co., 
Youngstown 1, Ohio. Filing cabinets: 
Three lines (“Super-Filer,” ”50”  ser- 
ies, and “Truval”); letter and legal 
sizes, 2 to 5 drawers; progressive ball 
bearing suspension; Super-Filer units 
have swing-front drawers. Price range, 
$64.50 to $138. Also microfilm cabi- 
nets and “Super-Carder” line of card 
desks. Transfer cases: steel units; let- 
ter and legal sizes. 

The Globe-Wernicke Co., 5025 Car- 
thage Ave., Norwood, Cincinnati. Fil- 
ing cabinets: three lines (“Globe- 
Guard,” “Let-R-Guard,” and “Duro- 
Guard”); letter and legal sizes, 2 to 5 
drawers; bill, card, check, X-ray, ledger, 
and tab card sizes; progressive ball 
bearing roller slides. Transfer cases: 
corrugated board with metal frame; 
one drawer; letter and legal sizes. 


Guardsman-V alentine, Inc., La Porte, 
Ind. Filing cabinets: “Flame-Guard” 
insulated cabinets with Class C and 
Class D labels; letter and legal sizes; 
2 to 4 drawers; ball bearing extension 
slides. 

Guide System & Supply Co., Inc., 
335 Canal St., New York. Transfer 
cases: “Transfiles” in several lines, in- 
cluding units of fiber board, steel-re- 
inforced, others of fiber board with 
steel fronts and drawers on steel roller 
bearings; sizes include letter, legal, in- 
voice, check, voucher, tabulating card, 
etc. 

The H-O-N Co., Third and Oak Sts., 
Muscatine, lowa. Filing cabinets: two 
lines; progressive full cradle suspension 
and non-suspension; letter and legal 
sizes, 2 to 5 drawers. Prices (for 4- 
drawer models in two lines): $44.95 
and $62.95. 
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Harriman Chair Mfg. Co., Harri- 
man, Tenn. Filing cabinets: current 
information not available at press time. 

Harrison Steel Cabinet Co., 4718 W. 
Fifth Ave., Chicago. Filing cabinets: 
letter and legal sizes, 2 to 5 drawers; 
full cradle ball bearing suspension. 
Price range: $47.50 to $108. Trans- 
fer cases: steel units; letter and legal 
sizes; drawers on steel rollers. Price: 
$8. 

Hedges Mfg. Co., 2931 Wentworth 
Ave., Chicago. Filing cabinets: cur- 
rent information not available at press 
time. 

Herring-Hall-Marvin Safe Co., 1100 
Erie Blvd., Hamilton, Ohio. Filing 
cabinets: “Safe Record Files,” insulat- 
ed; letter and legal sizes, 2 to 4 draw- 
ers. Economy files in letter and legal 
sizes. Also, “Safe Record File Desks,” 
line of desks with insulated file draw- 
ers with Class C labels. 

Hillside Metal Products, Inc., 262 
Passaic, St., Newark, N. ]. Filing 
cabinets: three lines of suspension cab- 
inets (full progressive cradle with ball 
bearings and rollers, and progressive 
side arm suspension, with ball bearings 
and rollers) and two non-suspension 
lines; various sizes available; 1 to 8 
drawers. 

The Interior Steel Equipment Co., 
2352 E. 69th St., Cleveland. Filing 
cabinets and steel transfer cases: cur- 
rent information not available. 

Invincible Metal Furniture Co., 
26th dnd Franklin Sts., Manitowoc, 
Wis. Filing cabinets: two lines; pro- 
gressive ball bearing suspension and 
progressive roller bearing suspension; 
letter and legal sizes, 2 to 5 drawers; 
other sizes include invoice, check, card 
index, X-ray, ledger; concealed safe 
units optional. Price range: $63.50 to 
$110.75, in letter size. 

Kay-Wood Products, Inc., Drawer 
No. 361, Bedford, Pa. Transfer cases: 
“Kay” line with hardwood frame, fiber 
board panels; letter and legal sizes. 

Keystone Steel Equipment Co., Inc. 
(See: Fidelity Steel Equipment Co.). 

Le Febure Corp., 716 Oakland Rd., 
N. E. Cedar Rapids, Iowa. Filing 
cabinets: sizes include check, note, 
ledger, card, and tax bill; others cus- 
tom built; full progressive ball bearing 
suspension. Also microfilm cabinets. 
Some cabinets have insulation. 

Lexington Metal Products, Inc., 565 
Park Ave., Brooklyn, N. Y. Filing 
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cabinets, including decorative models 
designed for public areas such as re- 
ception rooms. 

Lion Steel Equipment Co., 690 
Third Ave., New York. Filing cab- 
inets: current information not avail- 
able. 

Lyon Metal Products, Inc., 7933 
Montgomery St., Aurora, lll. Filing 
cabinets: letter and legal sizes, 2 to 4 
drawers; also card files; ball bearing 
suspension and non-suspension models. 
Price range, $48.75 to $69.55. 

The Mayfair Co., 315 N. Desplaines 
St., Chicago. Transfer cases: steel 
units in 35 sizes, from 3 by 5 in. to 15 
by 18 in., all designed to stack evenly 
to height of 66% in. including base. 
Price range, $4 to $10. 

Meilink Steel Safe Co., 1672 Oak- 
wood Ave., Toledo, Ohio. Filing cab- 
inets: “Hercules Multi-Lox” insulated 
files with Class C or D labels; letter 
and legal sizes, 2 to 4 drawers; pro- 
gressive ball bearing extension slides. 
Price range, $149.75 to $290.50. 

Metal Office Furniture Co, (See: 
Steelcase, Inc.) 

Midwest Metal Mfg. Co., 1818 N. 
18th St., St. Louis. Filing cabinets: 
current information not available. 

Monarch Metal Products, Inc., 724 
S. Columbus Ave., Mt. Vernon, N. Y. 
Filing cabinets, tabulating card size; 
progressive ball bearing suspension and 
ball bearing roller suspension; various 
sizes, including arrangement in which 
two or three portable card trays ride 
unattached on each cradle for easy re- 
moval. 

Northwest Metal Products Co., 1337 
E. Mason St., Green Bay, Wis. Filing 
cabinets: three lines, progressive ball 
bearing cradle suspension and non- 
suspension with ball bearing rollers. 
Letter and legal sizes, 2 to 5 drawers, 
with “V” expanding fronts; other sizes 
include bill, check, tariff, ledger, and 
various card sizes. Prices, $39 to $200. 

Oxford Filing Supply Co., Inc., Clin- 
ton Rd., Garden City, N. Y. Transfer 
cases: three lines (“Steel Front,” “Steel 
Clad,” and “Standard”), two of steel 
and fiber board, the other of fiber 
board; sizes include letter, legal, in- 
voice, check, tab card, various card 
sizes, and other sizes to 12 by 12 in. 
Price range: $1.85 to $7.90. 

Parker Steel Products, Inc., 54 N. 
11th St., Brooklyn, N. Y. Transfer 
cases: steel units in letter and legal 
sizes; special sizes custom made. 

Peerless Steel Equipment Co., Un- 
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ruh and Hasbrook Aves., Philadelphia. 
Filing cabinets: letter and legal sizes, 
2 to 6 drawers; progressive ball bear- 
ing suspension; half sections and wide 
sections. Price of 4-drawer letter cab- 
inet, $88.25. 

Penn Metal Corp. of Pa., 50 Oregon 
Ave., Philadelphia. Filing cabinets: 
current information not available. 

Pronto File Corp., 285 Madison Ave., 
New York. Transfer cases: fiber board 
cases, some with steel fronts, in letter, 
legal, invoice, ledger, card, tabulating 
card, check, document, and other sizes. 
Price range: $1.40 to $6.70. 

Recordak Corp., 444 Madison Ave., 
New York. Microfilm cabinets: 6 to 
10 drawers; progressive ball bearing 
suspension. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York. Filing cabinets: several lines, 
including “Kompakt” in which 5-draw- 
er cabinet is same height as previous 
4-drawer models, letter and legal sizes, 
2 to 6 drawers; substitute box and card 
drawers available, progressive ball bear- 
ing side arm suspension. Price range 
(letter size): $86.25 to $133.75. Also 
microfilm cabinets. Transfer cases: 
steel units, with drawers on rollers; 


sizes include letter, legal, bill, 6 by 4, 
check, tabulating, and ledger. Price 
range: $10.75 (letter) to $29.75 (tab). 

Schwab Safe Co., Lafayette, Ind. 
Filing cabinets: insulated models with 
Class C or Class D labels; letter and 
legal sizes, 2 to 4 drawers. 

Security Steel Equipment Co., 50 
Manhattan Ave., Avenel, N. ]. Filing 
cabinets: several lines, including “Crest- 
line”; letter and legal sizes, 2 to 5 
drawers; substitute drawers available; 
progressive ball bearing suspension; 
other sizes include card, ledger, check, 
bill, tabulating card, X-ray, and com- 
binations. Also microfilm cabinets. 

The Shaw-Walker Co., 1950 Town- 
send St., Muskegon, Mich. Filing cab- 
inets: a number of lines, including in- 
sulated files; letter and legal sizes, 2 
to 5 drawers; other models cover ex- 
tensive range of drawer sizes, drawer 
mounting, special features. Transfer 
cases: steel models, letter and legal 
sizes. 

Stacor Equipment Co., 465 Troy 
Ave., Brooklyn, N. Y. Filing cabinets: 
blueprint cabinets, flat files, and X-ray 
cabinets 

Steelcase, Inc. (formerly Metal Of- 
fice Furniture Co.), 1491 Division 


Ave. S., Grand Rapids, Mich. Filing 
cabinets: several lines, including letter, 
legal, card, ledger, and other sizes; 
suspension mounting. 

Supreme Steel Products, Inc., 52-55 
74th St., Maspeth, L. l.., N. Y. Filing 
cabinets: current information not avail- 
able. 

System Sales Co., 11 Broadway, New 
York. Tabulating card files, ball bear- 
ing cradle suspension; removable and 
interchangeable trays; 5 and 10 draw- 
ers, each drawer carrying two trays. 
Price range: $91 to $155. 

Top Flight Products Co., Inc., 6224 
S. Oakley Ave., Chicago. Transfer 
cases: steel units in letter, legal, tabu- 
lating, check, ledger, and invoice sizes. 

The Victor Safe & Equipment Co., 
Inc., 315 Fourth Ave., New York. Fil- 
ing cabinets: two lines (“Bestline” and 
“Midline”); letter and legal sizes, 2 
to 5 drawers; cradle type suspension 
with ball bearing rollers, also with 
roller bearings; other sizes include card, 
check, ledger, tariff, and bill. Also line 
of insulated files. 

Visirecord, Inc., Copiague, L. 1.., N. 
Y. “Visifile” drawer insert, used in file 
drawers, designed to eliminate file 
folders, separators, index tabs, and fol- 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Gusde.O-folr 


. *T. M. Reg. 


"/ love my New Order Desk. 
/ find or file an Order ora 
Master in Seconds! 


My Boss is in better humor, too. 
Before | was on my feet as much 


3 as at my desk” 


Your “filing and finding” problems disappear when 
’ you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 
You will appreciate the ed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 
Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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WASSELL CORRES-FILE 
ORDER DESKS 

give finger tip control of all records. 

Cards and correspondence or orders 

can be mixed. All records instantly 

available. 


DESCRIPTIVE CATALOG 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


FOR MORE INFORMATION LSE READERS’ INQUIRY COUPON ON PAGE %. 57 
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Get A Girl Tomorrow 


Business peaks, sick leaves, vacations, 
piling work on your staff? Call in 
the “Kelly Girls.” For a day, a week, 
a month, a year—you'll be time and 
money ahead if you do. 


Versatile, efficient “Kelly Girls” 
work right in your office, on our 
payroll. Reliable “Kelly Girls” are 
“helping out” employers in Amer- 
ica’s largest corporations or in one- 
girl offices . . . they are bonded, 
tested and guaranteed. 


“Kelly Girls” are working as typists 
... Stenographers ... filing clerks. . . 
switchboard operators . . . calculator 
operators .. . receptionists . . . and 
general office help. Let “Kelly Girls” 
eliminate the problems of your tem- 
porary work loads. If the number is 
not listed in the directory, check 
telephone information — new cities 
are being added daily. 


R RUSSELL KELLY 


lay? / OFFICE SERVICE 


HEADQUARTERS: Free Press Building 
Detroit, Michigan 
Temporary Gusiness Women 
to pbssiet Susinesamen 


FOR MORE INFORMATION USE READERS’ 
INQUIRY COUPON ON PAGE %. 
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| St., Chicago. 


| inets. 


| Duane Blvd., Kankakee, Iil. 
| Caddy,” a “portable” file consisting of 
| one file compartment mounted on legs 
| with casters; designed for suspension- 


Tools of the Office 


lower blocks. (See introduction to 
this article, page 48.) Insert has 
aluminum dividers with end rails to 
hold correspondence in place, is de- 
signed for simple indexing. Can be 
used on desk top as well as in drawers. 
Sizes: 12% by 26 in., with 35 dividers; 
12% by 12% in., with 13 dividers. 
Watson Mfg. Co., Inc., 63 Taylor 
St., Jamestown, N. Y. Filing cabinets: 
two lines; full ball bearing progressive 
suspension; letter and legal sizes, 2 to 
5 drawers. Other sizes include tabu- 
lating, ledger, card, etc. Prices from 


| $54.15. 


The Weis Mfg. Co., Box 600, Mon- 


| roe, Mich. Transfer cases: models of 
_ fiber board with optional steel stacking 


frame; sizes include letter, legal, in- 


| voice, and check. 


Western Mfg. Co., 536 N. Highland 
Ave., Aurora, Ill. Filing cabinets: 


| three “Wesco” lines, including pro- 


gressive ball bearing suspension and 
non-suspension types; letter and legal 
sizes, 2 to 4 drawers. 

Wilson Jones Co., 209 S. Jefferson 
Transfer cases: sheet 
steel models; roller bearing drawers; for 
12 by 12 in. machine posting forms 
and 8, by 11 in. machine bookkeeping 
forms. Other types offered; four-wheel 


| stands available. Price (for the 12 by 


12 in. model): $54.80 without stand. 
Yawman & Erbe Mfg. Co., 1045 
Jay St., Rochester, N. Y. Filing cabin- 
ets: several lines; progressive cradle 
suspension, some ball bearing type, 
some pin bearing type; letter and legal 


| sizes, 2 to 5 drawers; other sizes in- 
| clude card, ledger, bill, document, 


check, X-ray, etc. Also microfilm cab- 
Transfer cases: two lines, one 
of steel, one of heavy juteboard, rein- 
forced and covered; sizes include letter, 
legal, cards (several sizes), ledger, tab- 
ulating card, check, bill, document, and 
deposit ticket. 

York Safe & Lock (See: Diebold, 


| Inc.) 


Other Vertical Filing 
Equipment 


(Including shelf filing equipment 


| and “portable” files.) 


Amberg File & Index Co., 1606 
“File 


October, 1955 


type folders; letter and legal sizes; 
has sliding top. Also box files. 

Art Metal Construction Co., James- 
town, N. Y. Equipment for open- 
shelf filing, single- and double-faced, 
with shelf partitions, end panels, etc. 

Art Steel Co., Inc., 170 W. 233rd 
St., New York. “Portable” units, 
combining file drawer with facilities 
for holding catalogs or telephone di- 
rectories, mounted on casters. 

Cel-U-Dex Corp., 1 Main St., Brook- 
lyn, N. Y. “Shel-File” units, for in- 
stallation on shelves in open-shelf fil- 
ing; they provide open-construction 
partitions to support filed material; in- 
dexing facilities available. 

Jayem Sales Corp., 31 Coffey St., 
Brooklyn, N. Y. Series of small one- 
compartment units, including personal 
files, sometimes combined with stor- 
age compartments, for the filing of cor- 
respondence (some in hanging folders) 
or cards. 

Monarch Metal Products, Inc., 724 
S. Columbus Ave., Mt. Vernon, N. Y. 
Line of tabulating card accessories in- 
cludes vertical tub card files with legs 
or pedestals. 


Northwest Metal Products Co., 1337 
E. Mason St., Green Bay, Wis. Line 
includes letter- and legal-size files with 
sliding top, mounted on casters. 

Oxford Filing Supply Co., Clinton 
Rd., Garden City, N. Y. Movable files, 
consisting of file compartments on legs, 
mounted on casters; designed for “Pen- 
daflex” hanging folders; sliding tops; 
letter and legal sizes. 

Ramsey Co., Washington Square 
Bldg., 7th and Chestnut Sts., Philadel- 
phia. “Tract-A-Files,” an open-shelf 
filing system, roller-mounted, suspend- 
ed from overhead tracks. Rows of 
shelving may be placed close together 
to save space, access to rear rows 
gained by sliding front units to the 
side. Units have doors for dust pro- 
tection, can have rails for suspended 
folders. (See introduction to this 
article, page 48.) 

Royal Metal Mfg. Co., 175 N. Mich- 
igan Ave., Chicago. Line of shelf filing 
equipment. 

Standard Pressed Steel Co., Jenkin- 
town, Pa. Steel shelving for use in 
open-shelf filing. 

Steel-Parts Mfg. Co., 4630 W. Harri- 
son St., Chicago. “Portable” file cab- 
inets, consisting of letter- or legal-size 
filing compartments on legs, some 
mounted on casters, some not; can be 
used with hanging folders or conven- 
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Pencil Sales Division 87-J-10, The Joseph Dixon Crucible Company 
Jersey City 3, New Jersey 
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ABC PUBLICATIONS 


ARE 


INVITED AND PAID FOR! 


When readers PAY... advertisers get 
reader interest that PAYS OFF 


AN AUTOMATIC CHECK 
ON EDITORIAL SERVICE 


An ABC PAID publication can never rest 
on its laurels. The fact that it achieved 
PAID status because it offered a vital serv- 
ice is not enough. It has the ever continuing 
obligation to be of indispensable value to 
its readers because they will renew only if 
the publication continues to serve their 
needs. The result is an automatic self-polic- 
ing formula of value for both reader and 
advertiser. PAID circulation demands high- 
est editorial service — and highest editorial 
service commands paid circulation! When 
you advertise in an ABC PAID circulation 
paper, you know you are reaching readers 
who pay—and reader interest that pays off! 


ee a ee 


office mana age 


- This symbol indicates a reader audi- 


__ tion’s editorial appeal . . 
ness to PAY for it. With the interests 
_ of readers thus identified, it becomes 
_ possible to reach specialized groups 
effectively with specialized advertis- 
ing appeals. 


ence that has responded to a publica- 
. by willing- 


Published by Geyer-McAllister Publications 
ate = Abies deka « NEW YORK 10, N. Y. 
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ABC PAID PUBLICATIONS 
GIVE YOU THESE FACTS: 


How much paid circulation. 

How much unpaid circulation. 

Prices paid by subscribers. 

How the circulation was obtained. 

Whether or not premiums were used as 

circulation inducements. 

e@ Where the circulation goes. 

e A breakdown of subscribers by occupa- 
tion or business. 

e How many are in arrears. 


Among publications serving management ex- 
ecutives concerned with office administration, 
OFFICE MANAGEMENT leads by far in 
A.B.C. paid audited circulation. In fact, OFFICE 
MANAGEMENT's circulation has grown by 
leaps and bounds, keeping pace with the dy- 
namic growth of this field . . . reaching a new 
high of 21,000* paid as of August 31, 1955. 


“subject to ABC audir 
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Tools of the Office 


efficiency goes up... 
costs come down! 


tional files, using follower block. Top 
slides open. 

Tab Products Co., 57 Post St., San 
Francisco. “Spacefinder” files, a series 
of cabinets with file space arranged as 
in open-shelf filing, but with door 
panels which can pull out and serve as 
work area. Doors provide dust pro- 
tection; when open, they can slide 
back out of the way, leaving file open, 
but with no projections into aisle. 

Visi-Shelf File, Inc., 105 Reade St., 
New York. “Visi-Shelf” cabinet-type 
units, with shelves for shelf-type filing. 
Drop doors open downward leaving 
files open without projections into the 
aisles. Doors provide dust protection. 

Watson Mfg. Co., Inc., 63 Taylor 
St., Jamestown, N. Y. “Record Flow 


Shelf Files,” built in 60-in. lengths with & simple low coat plan 

4 shelv 4 iti d h ; . ° 

octal For mse wih thax | *OU Duninenaes of every sige, andi type 
w 


ne 


For use with these 
files, the company makes a rolling 
chair and desk assembly which rolls 


POSTING IS DONE ONLY 


on floor (guided by a track next to the ONCE EACH MONTH. 
file) to permit operator to work with ° 

the files from a seated position; desk 

can have telephone connections. EASY TO POST—AND 


* EASY TO PROVE 


Rotary and Mechanized Files e 


(Note: There is some overlapping EVERY CHARGE VERIFIED 
between this section and the following BY WRITTEN RECORD. 

section on visible record systems, owing 
to the fact that some mechanized files 


are of the visible type. Many mechan- COMPLETE ACCOUNT he -bCOnoMm laa 
ized files, however, do not employ RECORDS IN ONE PLACE. a ' alt 
“visible” principles, and it seems useful . a il Ps 
to make a breakdown of this nature a seem F 
in order to give a proper picture of the CAN PROVIDE DUPLICATE : 
two fields.) COPIES FOR SECURITY. 

e 


Acme Visible Records, Inc., Crozet, 
Va. Rotary files, turning horizontally 
about a vertical axis. Rotation is by 


BETTER BUSINESS RELATIONS 
electrical power, push-button control- 
led. Can be used to hold books con- 


- 
“the plan makes it practionl 
taining cards arranged according | p p ‘ 
visible principles. Units can be set up L oF eb naken notitable 
with special desks mounted around the Wie equipment; ul p 


perimeter of the rotating section so a 
number of clerks can work simultane- | 
ously at the files. 


Craig Machine, Inc., 90 Holten St., 


Danvers, Mass. “Craig Electric File,” information on SHORT COP DOOKREERING 
a console-type unit, 4 ft. wide, 2% ft. . 
deep, and 5, ft. high. Contains two @ Name 
moving banks of card drawers, one at e 
; - FIRM NAME 
left, one at right, each bank contain- e 
ing 5 to 7 drawers, vertically arranged. @ woun 
(To page 64) — 
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A corner of the executive-conference office 


ag ee 


Private offices formed by wood and glass partitions 


“All hands” enjoy luxury furniture in new offices 


Sean 
bat 
AEE PTE hs, 


An executive office 


October, 


THE LUXURY of having fine wood 
furniture is one of the prerogatives 
of an executive. Rarely—and only 
rarely—is it granted as well to secre- 
tarial and clerical help. Here, how- 
ever, is an exception. When the time 
came to plan the offices of the Citi- 
zen’s Utilities Co. in Stamford, Conn., 
management decided that luxury and 
efficiency belonged not only to the in- 
ner circle of employees, but to the 
outer circle also. It was felt that at 
least two purposes would be served. 
If the employees realized the company 
was going out of its way to provide 
them with handsome surroundings, 
morale would get a lift and they would 
be better workers. Moreover, the feel- 
ing of quiet luxury resulting from the 
use of fine furniture was considered 
very much in keeping with the dignity 
of the company itself. 


(To page 88) 
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TEN YEARS OF PROGRESS 


NOW... FROM MAGNETIC RECORDING INDUSTRIES, 


pioneers in magnetic disc 
dictation systems... 


age A 


. 


4 ‘ £ + 


ie oa 
i _ 


“A TRIUMPH IN 
AUTOMATION AND 
FUNCTIONAL DESIGN 
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Practical beauty the VOICE- 
MASTER CHALLENGER is housed 
in Kalistron, the tougher-than- 
steel miracle fabric, and trimmed 
with 100°: cowhide. Choice of 
beautiful decorator colors to 
motch your office ensemble. 


+ a 
Pr iden 


Never has dictation been so luxuriously simple . . . 
so completely reliable ...so fully automatic... 
‘ Why consider anything less, when the finest can be 
®@ Push-button remote control for talk, listen and instant review. yours for as little as $3.50 a week! The all new VOICE- 
® So small it disappears inside your desk drawer. MASTER CHALLENGER carries a sensational 5-year 
© Just 10 Ibs., ready to travel anywhere. check-up werranty and can be tried under our unique 
- © High-fidelity sound through exclusive self-aligning magnetic test-rental plan. . 
needle. 
@ All plug-in comp ts for instant service anywhere. e e e e e e e e e e e e 
@ Instantly reusable discs ; foldable, mailable. 


@ Split-second multiple loading for a full hour's dictation. e MAGNETIC RECORDING 1€S 

®@ Automatic error correction. 11 East 16th Street - New York 3, N.Y. 

@ On-the-disc indexing. ° Please send complete information on the ALL NEW, 
FULLY AUTOMATIC, VOICE-MASTER CHALLENGER. 


The CHALLENGER is the newest addition to the VOICE-MASTER family e Nome Suite 
.. . a complete line of modern dictating and transcribing units. A design 
for every job and budget . . . from a low $185 up. Seis Otani 


MAGNETIC RECORDING INDUSTRIES Adeen 


11 East 16th Street * New York 3, N.Y. ° 
Algonquin 5-7250 . 
OFFICE MANAGEMENT October, 1955 
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DUPLICATORS 


Model 70 


of sh rp, clean copies of anything 

a written or drawn... in 4 
time, with so little ‘effort, at 
low cost. Sales Letters, Bulle- 
. Forms, etc., 

at once simply f 
icators. They “Alw 


FREE BOOKLET = 
TELLS HOW AND WHY 
MAIL THIS COUPON TODAY! 


THE @ CORPORATION 
1822 S. Kostner Ave., Chicago 23, III. 


Tools of the Office 
(Continued from page 61) 


Banks are balanced; as one bank moves 
up, the other moves down. Using push 
buttons, operator selects desired draw- 
er, which is automatically positioned at 
desk height. Each drawer contains 
several trays of cards; various sizes can 
be accommodated. At 110 cards per 
inch, filing capacity is 57,000 5 by 
8 cards or 240,000 2% by 3 cards; 
other limits depend on card size and 
weight. Other features: work shelf, 
adjustable work table, utility locker. 
Equipment can be used manually in 
event of power failure. 

Diebold, Inc. 818 Mulberry Rd., S. 
E., Canton, Ohio. Three lines: “Car- 
dineer” rotary card files, either motor- 
ized or manual, for all card sizes up 
to 5-in height and 9-in. width; cards 
secured by segment bar through holes 
punched in cards (7 removable seg- 
ments in wheel); capacity, 3,000 to 
5,000 cards; price range, $324 to $490. 
“Elevator” files with cards riding freely 
in removable trays mounted to re- 
main level at all times; trays revolve 


under button control; unit can be used 
at desk side; card arrangement is such 
that edges of cards are perpendicular to 
axis of rotation; card trays can be 
brought to either desk height or “stand- 
ing” height; can carry 8 to 24 trays, 
each with 19-in filing capacity; can 
accommodate 5 by 3, 6 by 4, 8 by 5, 
5 by 8, and tab cards; price range, 
$850 to $1,000. “Super Elevator” 
motorized files for housing up to 
300,000 cards; cards ride freely in 10- 
in. removable trays, with as many as 
132 trays in a unit; trays are carried 
level in rotating mechanism that de- 
livers trays to desk height at touch 
of button; portion of cover opens to 
provide working area; can handle re- 
cords up to 6% in. high, of any width; 
price range, $1,975 to $2,665. 
Electrofile Corp., 420 Lexington 
Ave., New York. “Electrofile” units 
are a special type of card file in 
which the cards are notched at the 
bottom according to a predetermined 
code (as by name, geographical area, 
date, class of products, etc.), filed at 
random, and selected by means of a 
keyboard which causes the desired 
card to rise into view; same keyboard 


! ‘ 
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Everybody! 


PAWCARTISTS — ~ a 


Since my boss got a tit le searcher 
Contovra~Constat*® I can SALES ENGINEER, 
copy anything, anywhere. This 


photocopier is as easy to carry 
as a briefcase, and making 
copies is easier than taking 
snapshots. VIP’s used to take 
hours digesting articles, reports, Ad. 


etc. Now they send me to make record clerk] 
a 


complete copies in a few seconds, ae 


Almost every business and 
ATENT ATTORNEY 
\ . . ~~, -—= 7 S. 


professional man can use this 
truly portable photocopier or 

have a gal like me take over 

such jobs as — title searching, 
copying advertising layouts, 
technical reporting, researching 
and so on. Copying book pages 
is especially easy. And copies are 
photo-exact and inexpensive 

to make. 

* T.M. Reg. U.S. Pat. Off. 


COPY ANYTHING 


Free Demonstration 


You have to see the Contoura- 
Constat in action to appreciate how 
much time, money and work it can 


Dealers Wanted: Our sales manager will be in 


your area soon. Send us a note and he will show you the 
Contoura-Constat and how easily it sells itself. 


F. G. LUDWIG, INC. 


793 Coulter Street, Old Saybrook, Connecticut 


= 
7 
as 
save your office. Write us today for e 
a no-obligation demonstration. Var- 
ious units from $46.00 to $193.80. bd 
e 
ae 


SEE US AT BOOTH 228 | **"zz).f:r'sy5¢h" 
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Di Scholl's 


THE NAME THAT MEANS FOOT RELIEF THE WORLD OVER 
10 FACTORIES —RETAIL OUTLETS IN 57 COUNTRIES 


' FOOT COMFORT © 


“Walionals save us $51,200 a year... 


return 109% annually on our investment!”’ 


THE SCHOLL MFG. co., INC., Chicago 
“World's largest producer of foot appliances & remedies.” 


“National machines throughout our com- 
pany save us $51,200 annually. This sav- 
ing more than repays their cost every year 
—an annual return of 109% on invest- 
ment. 

“Nationals aid us in effective managerial 
control over our expansion. National ac- 
counting machines handle payroll, govern- 
ment reporting, expenses distribution, ac- 
counts payable and other accounting in 
connection with our ten factories. National 
Cash Registers in our Dr. Scholl Foot 
Comfort Shops control transactions, speed 


service and analyze important sales in- 
formation. 

“Our Nationals save time, simplify oper- 
ator training, and produce better work 
with less effort. The ability to produce an 
ever-increasing volume of work to meet 
a fixed schedule — without increased cost 
— is also important to us.” 


President 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


977 OFFICES IN 94 COUNTRIES 
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YEARS OF 


In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show how much you can 
save—and why your operators 
will be happier. (See yellow pages 
of your phone book, or write to 
National, Dayton 9, Ohio.) 


* TRADE MARK REGeU S. PAT OFF. 


Wational 
ACCOUNTING MACHINES 
ADDING MACHINES . CASH REGISTERS 
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used for coding and selection of cards; 
in larger installations, keyboard unit 
can slide from one bank of cards to 
another, eliminating need for more 
than one such unit. (See introduction 
to this article, page 50.) 


Ferris Business Equipment, 244 
Great Meadows Rd., Stratford, Conn. 
More than 150 models of mechanized 
rotary card files: “Standard” models, 
smaller than “Master” models, usually 
have card arrangement such that card 
edges are perpendicular to axis of ro- 
tation; cards carried unattached in 
removable trays which ride level; trays 
available in numerous sizes, can be 
made to customer specifications; units 
can be used to house Magne-Dex trays 
(see listing of Business Efficiency Aids 
in next section) and visual slides of 
various types; cards rotate in either 
direction; working surfaces can be 
provided; units mounted on casters. 
“Master” models are similar but 
larger, and cards are normally ar- 
ranged with longer edges parallel to 
axis of rotation (i.e., moving toward 
and away from the user); trays, which 
are removable, can be of various sizes 
within same unit; can accommodate 
cards to 12 in. high, 14 in. wide. 

Herring-Hall-Marvin Safe Co., 1100 
Erie Blvd., Hamilton, Ohio. Rotary 
card files, electrically operated and 
hand powered, for cards to 5 in. high 
and 8 in. wide; cards ride unattached 
on circumference of single wheel, be- 
ing held in place by polished retain- 
ing bands on each side of enclosed 
section; cards at top of wheel (exposed 
section) are easily removed and re- 
placed; rotor, in powered models, con- 
trolled by roll-switch, rotates in either 
direction; card capacity from 5,000 
to 7,500, depending on card thickness; 
cabinets mounted on casters. 

The Mosler Safe Co., Hamilton, 
Ohio, Several models of rotary card 
files: “Roto-File” models in which 
cards are carried unattached on 8 to 
12 independently rotating drums in- 
stead of in the tray arrangement nor- 
mally found in rotary equipment of 
this size; several operators can use 
equipment simultaneously, each hav- 
ing independent control of rotating 
drums; each drum rotates electrically 
in either direction under fingertip con- 
trol; cards held in place by “endless 
belt” arrangement and are easily re- 
moved and replaced, built-in posting 
table provided; card capacities to more 
than 80,000, depending on card weight 
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and size. “Revo-Files” are smaller 
(single wheel) units, of similar design. 

Motor File, 9028 Sunset Blvd., Los 
Angeles. Rotary card files: current in- 
formation not available. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York. Three lines of mechanized card 
files, one of them of the visible type, 
First two are rotary: “Conve-Filer” 
is desk unit with cards moving across 
work area; cards arranged to rotate 
with card edges perpendicular to axis 
of rotation; cards ride freely in re- 
movable trays; trays can be replaced 
with others of different sizes; one unit 
can house cards of any size to 8 in. 


duplicator supplies. 


platemaking. 
POLYCHROME 
2 ASHBURTON AVENUE 


*T.M. and Pat. Pend. 


Polychrome plates available in all types and sizes for every duplicator 
ond standard offset press. For best results use Polychrome chemicals and 


Let Polychrome show you proven short cuts to practical and economical 


Write today for complete details. 


TRADE MARK REG. 


wide by 6 in. high; units electrically 
powered; posting area provided at top 
of unit. “Kard-Veyer” units, new this 
year, rotate with longer edges of cards 
(in normal arrangement) parallel to 
axis of rotation (i.e., rotation toward 
and away from the user); cards ride 
unattached in trays, which are remov- 
able and can be replaced with trays 
of other sizes; mixed sizes can be 
used in one unit; units electrically 
driven. “Robot-Kardex” is a mechan- 
ized file for visible Kardex records, 
which are arranged in trays with bot- 
tom edge of each card visible; trays, 
or slides, are mounted in banks in 
a cabinet; pressing of a button causes 
desired tray to be brought to desk 
level and to be moved forward in a 


NOWw...POLYCHROME OFFSET PLATES 


simplity ofyset .... 


a -GRANE ond ULTRA-GRANE presented 


one step Polychrome De 
better 


lent for line, halftone. oul solids. Develops in, one 
medium run work Ms or cost. a 


Super pre- 
pared in less than 1 minute by the exclusive Polychrome Graphic aide: 
el oonivection Se eae eee i toe Se 


CORPORATION 


YONKERS 2, NEW YORK 


10.5.5-D 
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channel in the working surface so 
that cards are in a convenient posting 
position in the middle of the working 
area; slides are arranged in two 
counter-balancing banks—as one bank 
goes up, the other comes down; each 
tray accommodates 67 8 by 5 cards; 
a unit has total capacity of 4,020 cards 
Ps in 60 trays; cabinet is 63 in. high, 
1 ae 25% in. wide, 53% in. deep, includ- 
ing posting area. 

Wassell Organization, Inc., P. O. 
Box 390, Westport, Conn. Two lines 
of files for correspondence and cards, 
operating on a principle of horizontal 
Ree rotation. “Corres-File” units, available 
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in various models, provide for storing 
correspondence on circular tiers which 
rotate about a vertical axis; tiers rotate 
independently by manual operation; 
four tiers can be reached from seated 
position; rolling chair-desk unit can be 
provided for use with large installa- 
tions. “Rotor-File” units provide simi- 
lar mounting on circular tiers for trays 
of cards of various sizes; files often 
combined in one unit with desk section 
to provide complete work station; can 
also house correspondence. 

Watson Mfg. Co., Inc., 63 Taylor 


prot cc cee ee ee eee 


YOU NEED THIS 


B : Challenge 


EQUIPMENT 


PAPER DRILLS: 


For standard run of loose- 
leaf work. Also adapt- 
able for variety of 

novelty jobs. 9 styles 


‘dae 


PAPER CUTTERS: 


11 models — 7 sizes ... from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


available — hand, dealers in all principal cities 

foot, power models. i _-———_— = — ee eww wr ee 4 
- THE CHALLENGE MACHINERY CO. 4, 
= += GRAND HAVEN, MICHIGAN : 
PROOF ~ 7 Send details as checked below: t 
; PRESSES: () Paper Cutters [) Paper Drills t 

- ‘ Always a sharp (] Proof Presses (1) Paper Punches 
33 clean impression; h 
=. ogi easy operation. Name ' 

ae Full selection of 5 
- styles — 5 sizes. Full Address. ' 
ae: ' 
eh Mail coupon for specific information 1 
“ 7448 -_— ee ee -——-— el erlhlUcrlhlUrhrhUr OCU?! 
‘Tal 
Gr lenge 
TRADE-MARK @ 
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St., Jamestown, N. Y. “Rol-Dex” card 
files, while neither mechanized nor 
rotary, are included here because they 
serve purposes similar to such files. 
These are a line of custom-built tabu- 
lating card files in the form of shallow 
tubs, mounted on legs at desk height, 
with, in many cases, a two-tier ar- 
rangement in which trays of the upper 
tier roll to the side to permit access 
to the bottom tier; trays mounted on 
ball bearing rollers; work shelf pro- 
vided; units have aluminum covers 
which drop to back when opened. 

Wheeldex & Simpla Products, Inc., 
40 Bank St., White Plains, N. Y. 
Three lines: “Simplafind” files (more 
than 40 models) carry cards unattached 
in removable trays or cradles; can ac- 
commodate cards to any width and 
in heights to 8 in.; electrically powered; 
push button control brings card trays 
automatically to desk-height working 
area, which is a part of the unit. 
“Wheeldex” models (more than 30) 
are wheel files with card capacities 
from 1,000 to 15,000 per wheel; man- 
ual and motorized models available, 
also desktop portable units; units 
can accommodate card sizes to 8 by 
5; cards are slot-punched and ride 
on continuous card retaining rails; 
wheel has automatic stabilizers. “Sim- 
plawheel” is a cradle-type wheel file; 
can accommodate existing materials 
or records on all types of paper; re- 
cords ride unattached in removable 
cradles or trays; motorized or manual 
models available; capacities from 100 
to 600 linear inches per unit. 

Zephyr American Corp., 95 Morton 
St, New York. “Rolodex” floor 
model rotary card files, with cards 
riding unattached in trays which ro- 
tate to the side (i.e., with card edges 
perpendicular to axis of rotation); 
knob at cabinet top used to rotate 
trays; three models available, for card 
sizes from 3 by 5 to 5 by 8; capacities, 
4,000 to 6,000 or more; cabinets have 
two-part sliding cover which, when 
open, is used as working area on 
each side; also pull-out leaf; price: 
$159.95. Also, small “Rolodex” and 
“Autodex” desk model rotary files. 


Visible Record Equipment 
and Systems 


Acme Visible Records, Inc., Crozet, 
Va. “Veri-Visible” cabinets (tub-file 
type), sectional units, portable trays, 
posting tables, for machine and hand- 
posted records, together with printed 
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Better be sure 
she uses 


@ ribbon by-- 


OUR LETTERS will be neater, clean- 
Lon when they are typed with Old 
Town typewriter ribbons. These qual- 
ity-controlled ribbons are made from 
the finest inks and fabrics. They are 
self-renewing, wear uniformly and pro- 
duce clear, sharp characters at all 
times without blur or smudge. And 
your secretaries will appreciate the 
smooth, clean erasures. 

Another tip for neater correspond- 
ence ... have your secretaries change 
their typewriter ribbons regularly. 
Tired, worn ribbons make the most 
sparkling letter dull reading. 
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depends on 
the impressions 


she makes here 
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er 
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A FREE TYPEWRITER RIBBON FOR YOUR SECRETARY 


Prove to yourself that an Old Town ribbon does make a 
difference in your correspondence. Simply have your secre- 
tary address her request to us on your company stationery 
stating the make and model of her typewriter and the kind 
of type—pica (large) or elite (small). We will send her, free 
of charge or obligation, an Old Town ribbon for her machine 
along with an interesting informative folder describing the 
various fabrics and inkings for typewriter ribbons and the 
uses for which each is designed. Write Old Town Corporation, 
345 Madison Avenue, New York 17, N. Y. Dept. OM-10 


duplicators and duplicating supplies 


World’s foremost maker of carbons, ribbons, 


TYPEWRITER RIBBONS 


FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 96. 


69 


| Le 
The impression you make there—— \ be Pat 2 

_N “"& , ee Si 
: ih 2 ma Ks AE Rm soem ty Sees: * - y ™ j ‘ 
« . | j a 
— o 
es: ‘ 4 sw . be ‘a 
~ x a . “i a 5 ; 

— aa 3 
Z4q | a 
= s ‘. 

f ’ - at fe “2 

al ¥ ; a) _ ae 
A STF a ee 
se ‘sy i i 3 : . 
SAN af 4 he 

- . * 
a 
Ge: 

SSC = # 


forms and accessories for various book- 
keeping systems; cards, as filed, are 
offset to side, with diagonal outs giv- 
ing additional margin. “Super-Vis- 
ible” line of trays, card carriers, brack- 
ets, drawer units, stands, racks, tub 
desks, frames, and lift-top cabinets, 
for visible card records, together with 
forms and accessories. “Flexoline” 
one-line visible index systems, includ- 
ing frames, stands, rotary stands, 
ifackets, etc., cards, and accessories. 
Also horizontal rotary files for visible 
records, as described in listing under 
“Rotary and Mechanized Files.” 


Albany Novelty Mfg. Co., 107 W. 
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Canton St., Boston. Current informa- 
tion not available. 

Art Metal Construction Co., ]ames- 
town, N. Y. Products include “Post- 
index” line of book-type files of alum- 
inum, some with card pockets, some 
holding four-page sheets in place by 
means of trunnion wires. Also cabin- 
ets holding from 8 to 20 books. 

Art Steel Co., Inc., 170 W. 233rd 
St., New York. “Vizidex ‘Viz-able’” 
line of cabinets and trays to hold visible 
records with cards in pockets and bot- 


SIMPLIFY ADDRESSING 


AND LIST HANDLING 


with SCRIPTOMATIC ° 


The Only System to Print Directly from Card Address 
Masters to Envelopes...Booklets...Mailing Tape 


IF YOU HAVE LARGE LISTS: 


pared at the same time. Sc 
filing space, too . . . require as little as 1/1 
space of regular stencils. 


Scriptomatic Reduces Material and Labor Costs — Paper 
address masters eliminate cost of metal plates or 


are typed quickly and easily with 


+ on continuous forms if 
be 


pre- 
masters save 
6 the 


IF YOU HAVE COMPLEX LISTS: 


Increases List Flexibility and Selectivity — 


Any tabulating machine card can double as a 
Scriptomatic master. Scriptomatic tab card masters 
keep all pertinent data available on a single card 
. « « eliminate time and cost of maintaining dupli- 
cate lists. All the selective flexibility of any stand- 
ard tab card is retained by Scriptomatic, using the 
card itself as the master for addressing any type 
of promotional material or mailing tape. 
SCRIPTOMATIC ADDRESSING MACHINES NOW 
AVAILABLE WITH ELECTRONIC SENSING FOR 
MASTER SELECTIVITY WHILE ADDRESSING. 


If addressing and list handling procedures present problems in your office 
—investigate Scriptomatic, now! Actual case studies of leading users prove 
Scriptomatic methods the simplest, fastest and most economical possible. 


DESCRIPTIVE MATERIAL AND CASE STUDIES AVAILABLE AT NO OBLIGATION. 


WRITE TODAY. 


@® Seriptomatic is a registered Scriptomatic, Inc. trademark. 


SCRIPTOMATIC INC. 


316 North lth Street, Philadelphia 7, Pa. 
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tom lines visible. Also, “Directoire” 
which provides housing for binders, 
combined with storage space. 

Harry K. Ashley, 2305 Cherry St., 
San Leandro, Calif. Steel racks for 
holding catalogs, indexes, etc. 

Automatic File & Index Co., 549 
W. Washington Blvd., Chicago. “ Auto- 
matic-Vandex” trays, cabinets, stands, 
etc., for housing Vandex visible re- 
cord card panels. Panels, of aluminum, 
hold cards and provide indexing facili- 
ties. 


Business Efficiency Aids, 8114 N. 
Lawndale Ave., Skokie, lll. “Magne- 
Dex” trays, tub desks, and files. 
Magne-Dex uses an unusual princi- 
ple: The cards have, embedded in 
them, tiny metal strips which are mag- 
netized. Filing trays have rails; on 
these rails are sliding magnets; cards 
carry same electrical charge as mag- 
nets and are repelled in vicinity of 
magnets. As a result, cards fan out, 
providing a view of top lines of each 
card, Cards can be used in typewrit- 
ers and office machines without los- 
ing magnetism; 13 card sizes avail- 
able. Capacities of housing units range 
fiom 500 to 10,000 cards. Cards can 
also be housed in Ferris rotary files. 
New development permits temporary 
demagnetization after card is selected, 
so cards remain in “V” during use, 
permitting easy return of card. 

Cel-U-Dex Corp., 1 Main St., Brook- 
lyn, N. Y. . Visible record systems for 
insurance analysis: small units of per- 
sonal and commercial types, with 11 
and 15 double card pockets for 4 by 
6 and 5 by 8 cards respectively; also 
printed forms, signals, etc., Prices, $5 
and $7.50. 

Diebold, Inc., 818 Mulberry Rd., 
Canton, Ohio. “V-Dex,” “Tra-Dex,” 
“V-Line,” and “Flex-Site” lines of visi- 
ble record equipment, including ver- 
tical-visible systems, tub files, posting 
trays, binders, posting stands, etc., to- 
gether with forms and accessories. 

Elbe File & Binder Co., Inc., 649 
Alden St., Fall River, Mass. Several 
lines of ring binders, loose leaf binders, 
etc. for visible records, together with 
supplies and accessories. 

Fandex, Inc., 126 Liberty St., New 
York. “Fandex” filing cabinets and 
systems in which cards are mounted in 
pockets which are so arranged that 
a finger touch at the side will fan them 


| out to permit a view of the top lines. 
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Standard cards are used. 
(To page 72) 
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r $2600 A YEAR 
ba 
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BY PRACTICING 


* 


says this 
office manager 


HERE ARE THE FACTS AND FIGURES: 
“We found that each of our stenogra- 
phers checked the correct spelling or 
use of at least four words per day, 


losing about five minutes each time MORE AND MORE office managers are saving money and improving office 
consulting an ‘available’ dictionary 


; os a eee 
sume @lene ia wie efi: Wh efficiency by Practicing * Strategic Dictionary Placement. Large and small 
stenographers (at $1.25 per hour), companies alike are looking at dictionaries as they would any other essential 
our total annual loss was over $2,600! business tool, achieving economies that are saving them their original expendi- 


i ! 
“When our office supply dealer ture 18 times over each year! 


showed us how we could eliminate Strategic Dictionary Placement assures accuracy, too. By equipping every 
this loss immediately by equipping executive, secretary, and stenographer with a personal copy of Webster's New 
each girl with her own copy of Web- Collegiate you minimize the human temptation to guess: your business gains 
ster’s New Collegiate Dictionary, we th ‘ f | lled sel it nate Geese 
bought 25 on the spot. What's more, € prestige of correctly spelled, precisely written, accurate pone , 
the dictionaries are repaying their cost Make certain you get the best — genuine Merriam-Websters. Directly 
every 3 weeks! And we're getting descended from the original work of Noah Webster, they are kept constantly 


better correspondence, too.” up to date by the famed permanent Merriam-Webster editorial staff. At sta- 


tionery, book, or department stores. 


ONE FOR EVERY DESK! 


Webster’s New Collegiate Dic- 
tionary — a Merriam-Webster — 
should be on the desk of every 
stenographer and executive. $6 
retail, indexed. 


SAY MERRY CHRISTMAS 
with a 
MERRIAM-WEBSTER 


Give customers, business associates, employees 
a handsome desk-size dictionary — Webster's 
New Collegiate. An original, useful gift — in 
perfect taste — a lasting reminder of the giver. 
$5 plain, $6 indexed. De luxe bindings in 
striking gift box designed by Raymond Loewy, 
$7.50 to $12.50. 

For the ultimate in Christmas gifts, select 
Webster's New International Dictionary, 
Second Edition. $35 and up. 


ONE FOR EVERY OFFICE! 


Webster's New International Dic- 
tionary, Second Edition, should 
be in every business office or 
department — wherever there is 
need for extensive general in- 
formation. 
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Tools of the Office 
(Continued from page 70) 


Filing Equipment Bureau, Inc., 27 
Melcher St., Boston. Current infor- 
mation not available. 

The Globe-Wernicke Co., 5025 Car- 
thage Ave., Norwood, Cincinnati. Vis- 
ible record cabinets with 6, 12, and 
24 drawers for visible cards from 3 
by 5 to 8 by 11 in. Cards mounted in 
aluminum holders with bottom lines 
visible. Cabinets can be stacked on 


—— — — 


top of each other. Also visible record 
books and folders. 

Heineman Office Equipment Co., 
4 N. Eighth St., St. Louis. Current in- 
formation not available. 

International Loose Leaf Co., 80 
Wall St., New York. Current infor- 
mation not available. 


Le Febure Corp., 716 Oakland Rd., 
N. E. Cedar Rapids, lowa. Visible 
record systems include the new “Scan- 
dex” system for random filing between 
file guides, described on page 50 
in the introduction to this article. Also 


“AN EXTENSION OF HUMAN VISION” 


RAILROAD’S USE OF 
CLOSED-CIRCUIT TV BY DAGE 
SPEEDS FREIGHT-CAR HANDLING 


DAGE TV is in daily use at the Potomac Yard at Alexandria, Va., which 
serves five large railroads. As incoming trains move across viewing screens 
at a central control station, the operator completely identifies each car, 
quickly and safely, regardless of weather. Sorting and regrouping of trains 
are expedited and costly errors are avoided. 


IN BUSINESS, INDUSTRY, AND EDUCATION, closed-circuit DAGE T'V is 
proving itself every day in scores of ways. Business records are inspected 
and signatures verified . . . dangerous operations are viewed safely . . . in- 
accessible devices are easily supervised . . . training groups view special 
processes and operations at distant locations . . . careful security watches 


are kept on key points. 


INEXPENSIVE TO INSTALL AND OPERATE, DAGE TV is a visual tool 
that pays for itself many times over. Whatever your business . . . find out 
how closed-circuit TV by DAGE can improve your operations and lower 

, costs in many ways. For a free booklet detailing DAGE equipment and 
installations, write, wire or phone Dept. OM-2, DAGE TELEVISION, 
Michigan City, Indiana . . . Michigan City 3-3251. 


TELEVISION 


Division of Thompson Products, Inc. 


Michigan City, Indiana 


IN CANADA DISTRIBUTED BY ROGERS MAJESTIC ELECTRONICS, LIMITED, TORONTO, ONTARIO 
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“Speedex” systems of  self-indexed 
forms in which portions of successive 
sheets in a set are cut away to pro- 
vide quick indexing, together with 
information as to whether a sheet is 
missing or misfiled. Scan-dex and 
Speedex sheets are printed for numer- 
ous accounting, bookkeeping, and 
other applications. 

Master Products Mfg. Co., 3480 E. 
14th St., Los Angeles. Current infor- 
mation not available. 

McMillan Book Co., 701 E. Genesee 
St., Syracuse, N. Y. Current informa- 
tion not available 

The National Bank Book Co., Holy- 
oke, Mass. “Prongmaster” _ visible 
binders, “Ring Visible” binders, and 
“Rollomatic” trays and slide racks for 
holding binders, together with forms 
for these. Vertical-visible trays, stands, 
and indexes, and associated forms and 
accessories. 

Nebraska Salesbook Co., Box 631, 
Lincoln, Neb. Current information 
not available. 

Palley Mfg. Co., 280 Main St., Wor- 
cester, Mass. Current information not 
available. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York. “Kardex” line of visible record 
cabinets, books, and associated equip- 
ment, holding Kardex visible record 
cards in pockets, with bottom lines 
visible. A mechanized version, “Robot- 
Kardex” is described in the section en- 
titled “Rotary and Mechanized Files.” 

The Recordplate Co., 16 E. Holly 
St., Pasadena, Calif. “Visi-Ref” visible 
reference books. 

Ross-Gould Co., 309 N. Tenth St., 
St. Louis. Current information not 
available. 

The Shaw-Walker Co., 1950 Town- 
send St., Muskegon, Mich. Binders in 
five styles for visible records, together 
with visible forms for various ac- 
counting and bookkeeping systems. 

The C. E. Sheppard Co., 44-01 21st 
St., Long Island City, N. Y. Line 
includes “Flat-Rite,” “Vis-Dex,” “Mast- 
er Visible,” and “Junior Visible” bind- 
ers and forms for visible record keep- 
ing. Also visible folder units, visible 
record transfer binders, posting tables, 
accessories, etc. 

Stationers Loose Leaf Co., 524 N. 
Broadway, Milwaukee. Current in- 
formation not available. 

The Victor Safe & Equipment Co., 
Inc., 315 Fourth Ave., New York. 
“Victor” line of visible equipment in- 


cludes books and sectional files, hold- 
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Are your business machines 
delivering all they could? 


You have a lot of money invested in business ma- 
chines. The manufacturer built them carefully to do 
various office jobs. 

But how can they deliver what you want them to, 
if the inked ribbons, carbon papers, and mimeograph 
supplies you use do not live up to the mechanical 


demands of the machines themselves? 

Roytype, a department of Royal Typewriter Com- 
pany, makes quality supplies for all business ma- 
chines. They are listed below. They can save you 
money. They can produce better work. They can 
help you produce this work faster. 


INKED RIBBONS 


tabulating 
checkwriting 
eradicator 
photostat 
blueprint 


typewriter 
adding machine 
addressograph 
hectograph 
duplimat 

transfer posting 


typewriter 

pencil 

special carbons for 
reproducing machines 

spirit duplicating 

gelatin hectograph 

unit masters 


CARBON PAPERS 


colored carbons 

carbon rolls 

carbon ribbons 

register rolls 

carbon binders 

billing carbons 
bookkeeping machine rolls 


Mimeograph supplies . . . type cleaner . . . spirit fluid . . . dust covers . . . 
hand cleaner . . . Pedestaleg®. . . typewriter pads . . . brushes 


Call your ROYTYPE Representative... 


CYAL 
RUYA Look under ‘Typewriter Supplies” in the classified telephone directory 


Roytype,® a department of Royal Typewriter Company, division of Royal McBee Corporation 
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I thought EVERY 
office manager used 
the services of 
Manpower, Inc.! 


seen = as -—— oe 


a my . 
"When we get overloaded, our office 
manager just calls in Manpower, Inc., to 
help us out of the jam.” 

What could be more ideal for the 
harried office executive? Just look at 
some of the Manpower, Inc., services 
offered to you at low hourly rates: 


@ Stenography 
@ Calculating 
© Office Machine 


© Typing 
® Bookkeeping 


@ Filing wack 

® Receptionists ¢ Complete mailing 

®@ Telephone —_ . 
answering service ° we office 


® General labor @ Factory work 
@ OR YOU NAME IT 

Manpower's experienced, bonded, in- 
sured employees do your work in your 
office or Manpower’s. Use them for any 
length of time, four hours, a day, a week, 
month, or longer! Manpower pays them, 
keeps all records, pays taxes, insurance, 
unemployment compensation, etc. 


Phone Our Office Nearest You 
For Quick Service! 


Allentown. ..HEmlock 5-8021 | Omaha........ Webster 4403 
Atlanta Main 1538 Paterson. . ..LAmbert 3-5012 
Baltimore... MU!berry 5-0698 | Philadelphia. Kingsley 6-4989 
Boston. ...... Liberty 2-7748 Phoenix...... ALpine 2-236] 
Buftalo Madison 7538 | Pittsburgh. ..ATlantic 1-6164 
Chicago. .ANdover 3-3949 | Portland, Ore..CApital 6-2719 
Cincinnati. . MAin 1-7250 | Providence... .DExter 1-4186 
Cleveland. . TOwer 1-5471 | Rochester, N.Y....Baker 5340 
Columbus, 0.. .CApital 4-4297 | St. Louwis.....GArfield 1-5766 
Denver. . . ..KEystone 4-7285 | St. Paul...... CApitol 4-0710 
Des Moines. . -8-6745 | Salt Lake City........ 4-6561 
Detroit. . ..WOodward 5-0665 | San Diego. .. BEimont 4-7347 
Houston..... .FAirfax 3-9157 | San Francisco. .SUtter 1-4352 
Indianapolis. .MElrose 8-3835 | San Jose... ..CYpress 7-0500 
Los Angeles Tucker 3202 | Main 1870 


Miami... . .. + 3-7468 | S 
Milwaukee. BRoadway 2-0913 | Syracuse............. 
Minneapolis. . . . Lincoln 0527 

Newark. . MArket 4-4235 

New Haven. UNiversity 5-0551 | 

New York. CHickering 4-6947 Havana, Cuba 

Niagara Falls......... 49819 | Johannesburg, S. Africa 
Oakland... .GLencourt 2-1046 | London, England 
Oklahoma City. REgent 6-8188 | Paris, France 


if your city is not listed, write today to Mr. Olson 
OFFICE SERVICES DIVISION 


manpower, inc. 


330 W. Kilbourn 
Milwaukee, Wisconsin 


WORLD'S LARGEST COMPLETE BUSINESS SERVICE 
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| ing record cards in pockets, with bot- 
tom lines visible. Also reference equip- 
ment: panels and frames 

Visirecord, Inc., Copiague, L. 1., N. 
Y. An extensive line including cab- 
inets, posting trays, desk height post- 
ing units, “eye-level” desk units, etc., 
for housing Visirecord’s “vertical-visi- 
ble” record cards. Line of printed 
forms for use in this equipment, for 
applications in wide range of account- 
ing and bookkeeping operations. New 
developments this year include panels 
for storage of punched paper tape used 
in integrated data processing systems, 
visible record cards with pockets for 
paper tape storage, and other cards 
in which the same type of 5-channel 
code has been punched into the edge 
of the card for use with new models 
of Flexowriters. (See introduction to 
this article, page 49.) 

Vue-Fax Corp., 655 Main St., West- 
bury, N. Y. “Vue-Fax” vertical-visi- 
ble filing systems and equipment for 
various accounting and bookkeeping 
applications. 

Wassell Organization, Inc., P. O. 
Box 390, Westport, Conn. “SigNa- 
Lok” cabinets, housing record cards 


with bottom lines showing. Adapta- 
tion of this principle permits use of 
cards in conjunction with “Produc- 
trol” boards, serving both as guides 


to charted information and as records 
of supplementary information. Also 
presentation books and other equip- 
ment. “Self-Guide” system (described 
in introduction on page 48) provides 
storage of tabulating cards notched to 
fit over rails in the drawer; guide 
cards are not notched and protrude 
above others. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago. “Shif-Dex” loose leaf 
binders for visible records; available 
in various sizes; binders have auto- 
matic shift; records arranged in banks 
of 40; maximum capacity, 2,000 sheets 
in a binder. Also visible record forms 
in many sizes for use with this equip- 
ment. 

Yawman & Erbe Mfg., Co., 1045 
Jay St., Rochester, N. Y. Line of tray- 
type cabinets accommodating visible 
records in aluminum card holders 
with bottom lines exposed. 


Filing Systems and Supplies 
(For visible systems, see the preced- 


ing section.) 


Acco Products, Inc., Riverside Drive, 


Ogdensburg, N. Y. File folders, file 


October, 


Tools of the Office 


fasteners, paper punches, paper clamps, 
etc. 

Advanco Products Div., Advance 
Sales Book Co., 148 W. 24th St., New 
York. File folders, guides, hanging 
folders, and other supplies. 

G. ]. Aigner Co., 426 S. Clinton St., 
Chicago. “Aico” line includes filing 
guides of all varieties, including tabu- 
lating guides, posting tray guides, and 
systems guides. New is line for open- 
shelf filing. 

Amberg File & Index Co., 1606 E. 
Duane Blvd., Kankakee, lll. File fold- 
ers, fasteners, labels, guides, sorters, 
suspension folders, box files, etc. 

American Fiber-Velope Mfg. Co., 
231 N. 63rd St., Philadelphia. Current 
information not available. 

Arrow Paper Products Co., 502 W. 
30th St., New York. Letter and card 
index files, indexes, etc. 

Art Metal Construction Co., James- 
town, N. Y. Filing supplies and ac- 
cessories, including guides, folders, 
and indexing systems specially de- 
signed for open-shelf filing. 

Associated Traders, Inc., Eighth Ave. 
and Bryan St., Denver. Current infor- 
mation not available. 

Julius Bandes & Co., Inc., 3 Cedar 
Lane, New Hyde Park, L. 1., N. Y. 
Current information not available. 

Bankers Box Co., 720 S. Dearborn 
St., Chicago. Storage binders, etc. 

C. L. Barkley & Co., 1220 W. Van 
Buren St., Chicago. Current informa- 
tion not available. 

The Burkhardt Co., 545 W. Larned 
St., Detroit. .Custom-made loose leaf 
binders. 

Cel-U-Dex Corp., 1 Main St., Brook- 
lyn, N. Y. Line of index tabs, “Div-I- 
Dex” steel units for supporting folders 
in file drawers, signals, ring protectors, 
envelopes, card protectors, special in- 
dexing, label holders, etc. 

The H. C. Cook Co., 18 Beaver St., 
Ansonia, Conn, Current information 
not available. 

The Cooke & Cobb Co., Div. of 
Wilson Jones Co., 122 E. 23rd St., 
New York. “Favorite” expanding 
files, file pockets, jackets, folders, etc. 

Cooks’ Inc., 207 Lakeview Ave., 
Blackwood, N. ]. “Universal” sorters 
for sorting checks, cards, correspond- 
ence, etc., in alphabetical, monthly, 
daily, and other indexing systems. 

Daco Card & Index Co., 301 Con- 
gress St., Boston. Printed and ruled 
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Se 


To duplicate this office or to see other equally 
handsome Office for Living plans, look up your 
Authorized Standard Dealer in the Yellow Pages 
— of write for free folder and your nearest 


THE STANDARD FURNITURE COMPANY 
HERKIMER, NEW YORK 


CONTINENTAL OMEGA EXECUTIVE FURNITURE, CHAIRS, 
DESK ACCESSORIES AND COLOR CONTINUITY PLANS 
ARE EXCLUSIVE WITH STANDARD DEALERS. 


or amma 


Cen face srann nin 


FURNITURE STANDARD 


RED LETTER DAY—it is one—the day you first step into 
an office like this . . . furnished with Standard’s hand- 
some new Continental Omega Group . . . planned and 
color-coordinated from floor to ceiling especially for 
you. You deserve it. You feel good about it. This is an 
office you will be proud to have anyone see. Above 
all, an office where you can live with your work in 
complete comfort and efficiency. Standard’s cabinet- 
makers have seen to that! In Continental they give you 
the first really custom-fitted executive furniture—furni- 
ture with a choice of drawer assemblies, panels and 
tops which your Standard Dealer can select, arrange 
and fit on the spot to your office area and work needs. 
Even the chairs, desk pad and other accessories, or- 
dinarily islands of unrelated design, are integrated. 
Everything is right—smartly done . . . purposeful. 


A WILLIAM H. SULLIVAN DESIGN 
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Now: ! LOW-COST 
TELEPHONE INTERCOM 


= 


tr 


@ Private telephone in your offices 
© 2-way loudspeaker in work areas 


DIRECT-A-CALL 


Help your staff get more done with 
less effort, by eliminating waste 
motions. Connecticut’s new DIRECT- 
A-CALL gives you advantages of 
quiet, dignified telephone intertom 
combined with the convenience of 
two-way loudspeakers in work areas. 
Phones and speakers can be connected 
in any combination on one DIRECT- 
A-CALL system. Pushbutton signalling 
on all phones, makes every phone 
a “master” station. Voice-clear inter- 
communication with handsome plastic 
phones that need virtually no mainte- 
nance. Anyone can install it easily; 
plugs into 110 v. outlet. Handles 
up to 10 stations. 


Typical 5-station system ¥ 17D 5° compicte 


Large Automatic Systems 


Connecticut's automatic, dial- 
operated systems serve from 5 to 
5,000 stations. Features: voice 
paging, central dictation, executive 
priority, conference circuits, etc. 


| Conliaicut 


TELEPHONE ELECT RIC CORP. 
193 Britannia St. Meriden, Conn. 


Send literature and prices on DIRECT- 
A-CALL systems for...............8tations. 


FOR MORE INFORMATION USE READERS’ 


INQUIRY COUPON ON PAGE 9% 


Tools of the Office 


forms and cards, and other filing sup- 
plies. 

Dennison Mfg. Co., 
St., Framingham, Mass. 
labels, etc. 

The Dunleavy Co., 87 Rumford Ave., 
Waltham, Mass. Hanging folders, and 
associated drawer frames, “Filex” fil- 
ing systems, file guides, folders, follow- 
up systems, tabbing, labels, file fasten- 
ers, etc. 

Elbe File & Binder Co., Inc., 649 
Alden St., Fall River, Mass. Binders, 
including storage binders, ledger bind- 
ers, arch files, loose leaf devices, and 
other filing supplies and accessories. 

Ellingsworth Mfg. Co., 200 S. Peoria 
St., Chicago. “Duo-Tang” binders, 


covers, etc. 


Ennis Tag & Salesbook Co., 214 
W. Knox St., Ennis, Tex. File folders, 
file guides, index cards, etc. 


Ever Ready Label Corp., 357 Cort- 
landt St., Belleville, N. J]. File folder 
labels. 

Export Specialties Co., 1934 Rich- 
mond Terrace, Port Richmond, Staten 
Island, N. Y. “Nepaco” file folders, 
spiral file folder fittings, clip boards, 
lever arch files, book files, two-punch 
perforators, etc. 
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Filing Equipment Bureau, Inc., 27 
Melcher St., Boston. “F. E. Bee” line 
filing systems, file guides, folders, sig- 
nals, labels, etc. 

Filmsort, Inc., 50 S. Pearl St., 
Pearl River, N. ]. “Filmsort Aper- 
ture” cards for unitized mounting of 
individual 16mm or 35mm microfilm 
frames in tabulating or regular file 
cards, and “Filmsort Jacket” cards for 
filing strips of 16mm or 35mm micro- 
film in cards from 3 by 5 to 5 by 8. A 
new “Vidifile” jacket permits vertical 
insertion of film instead of threading 
through jacket sleeves. (For discus- 
sion of microfilming see next month’s 
issue of Office Management.) 


Gabe Mfg. Corp., 320 Broadway, 
New York. Current information net 
available. 

The Globe-Wernicke Co., 5025 Car- 
thage <Ave., Norwood, Cincinnati. 
“Safeguard” filing systems (alphabe- 
tical, geographic, subject, numerical, 
etc.), “Verti-Swing” hanging folders 
with movable tabs, “Standguard” fil- 
ing systems, and supplies for the three 
lines, including guides, folders, inserts, 
tabs, etc. 
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George B. Graff Co., 54 Washburn 
Ave., Cambridge, Mass. “Grafico” 
line of signals, including “Nu-Viz,” 
“Cellugraf,” “Crimpgraf,” and “Nu- 
Vise.” (signals of metal, plastic, etc., 
projecting and non-projecting). 

T. Green, Inc., 11 W. 30th St., New 
York. Current information not avail- 
able. 

Guide System & Supply Co., Inc., 
335 Canal St., New York. File guides, 
hanging folders, filing systems (alpha- 
betical, monthly, daily, etc.) labels, 
and other products. 

Hall & McChesney, Inc., 1233 Os- 
wego, Blvd., Syracuse, N. Y. Special 
service for converting microfilm im- 
ages into adhesive-backed strips of 
positive images, for attachment to reg- 
ular file cards. Method known as 
“Microstrip.” (For discussion of micro- 
filming, see next month’s issue of 
Office Management.) 

Handi-Blott Co., 40 E. 20th St., 
New York. “Triclip” binders with 
special clip mechanism to hold up to 
150 sheets of paper without punching; 
also lever arch folders, perforators, etc. 

Imperial Methods Co., 7508. Circle 
Ave., Forest Park, ill. Current infor- 
mation not available. 

Koller & Smith Co., Inc., 41 Cham- 
bers St., New York. Current informa- 
tion not available. 

LeFebure Corp., 716 Oakland Rd., 
N. E., Cedar Rapids, lowa. Complete 
line of index guides and systems. (See 
also listing under “Visible Record 
Equipment and Systems.”) 

Master Products Mfg. Co., 3480 E. 
14th St., Los Angeles. Current infor- 
mation not available. 

McMillan Book Co., 701 E. Genesee 
St., Syracuse, N. Y. Current informa- 
tion not available. 


Monarch Metal Products, Inc., 724 
S. Columbus Ave., Mount Vernon, N. 
Y. Tabulating card accessories, in- 
cluding storage binders and guides. 


National Fiberstok Envelope Co., 
Allegheny Ave. at Second St., Phila- 
delphia. Expanding files, file pockets, 
folders, covers, fasteners, etc. 

Nebraska Salesbook Co., Box 631, 
Lincoln, Neb. Current information 
not available. 

New Era Loose Leaf Co., Inc., 524 
W. Broadway, New York. Current in- 
formation not available. 

Oxford Filing Supply Co., Inc., 
Clinton Rd., Garden City, N. Y. 
File folders (including “Pendaflex” 


(To page 78) 
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TWO WAYS TO GET FASTER FIGURES 


These work-saving, time-saving office machines 
simplify work and speed results 


cs OMPTOGRAPH 


The all-new, all-electric Calculating-Adding Machine 


Figures faster than you think. Adds, subtracts, 
multiplies and even divides. Unusually quiet, 
super fast at 202 printings per minute. Visi- 
Balance Window automatically shows debit or 
credit balance. Compact keyboard, scientifically 
grouped, eliminates lost motion. Backspacer 
wipes out improperly indexed figures. 


The world-famous Adding-Calculating Machine 


Floating touch for faster work. Direct-action 
for instant answers. Three-way control pro- 
tects accuracy—signals the operator by sight, 
sound, touch. Electric and non-electric models. 
Get a demonstration on your work—of either 
the Comptometer® or the Comptograph—look 
up the Comptometer representative in your 
Yellow Pages or mail the coupon. 


FELT & TARRANT manuracturinc company 
"4742 N. Paulina St, Chicago 22,1. 
Gentlemen: Without cost or obligation— 
C0 | want more information 


C Please arrange an office demonstration J own 202” 
C Please arrange for a free office trial Cj Comptometer 


Company 
Address ia a ‘ 
a nn ——= Se 


The COMPTOMETER® DICTATION MACHINE is also a product of Felt & Tarrant Mfg. Co. 
Offices in principal cities and throughout the world. 
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for increased office efficiency 


SOUNDEX 
os owe 
soak up ink! 


HERES WHY 


Partition panels 
consist of perfor- 
ated surfaces 
over acoustical spun 
glass and “‘float- 
ing” sound baffle. 
Incoming sound- 
waves are trapped, 
snubbed and dis- 
sipated. You'll love 
the silence. . . 


WRITE FOR , 
FREE CATALOG TODAY. 


S WL 


2417 EASTERN AVE., S. E., GRAND RAPIDS, MICH. 


STO 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 
EASY TO CHANGE 


A woist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


some ————— — 
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* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

« All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free Ulustrated Folder 
with Price Schedule No. OM-10 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 


FOR MORE INFORMATION USE READERS’ 
INQUIRY COUPON ON PAGE 9%. 
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Tools of the Office 


hanging folders), guides, index cards, 
labels, etc. 

Penny Label Co., 9 Murray St., New 
York. Labels. 

Prudential Paper Products Co., Inc., 
218 William St., New York. Current 
information not available. 

The Prudon Specialty Mfg. Co., 456 
Boulevard, Hasbrouck Heights, N. ]. 
Current information not available. 

Ouality Park Envelope Co., 450 N. 
Syndicate St., St. Paul. Leatheroid 
vertical file pockets, file jackets, filing 
envelopes, etc. 

Realty Supply, 5901 Southwest Ave., 
St. Louis. Current information not 
available. 

The Recordplate Co., 16 E. Holly 
St., Pasadena, Calif. “Shorter” sorters 
for sorting alphabetically, numerically, 
and by other methods. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York. “Variadex,” “Triple Check,” and 
“Soundex” filing systems, using vari- 
ous indexing methods; file guides, 
felders, signal systems, tabbing, labels, 
file fasteners, etc. 

The Reyburn Mfg. Co., Inc., \6th 
St. and Indiana Ave., Philadelphia. 
Current information not available. 

Rockwell-Barnes Co., 35 E. Wacker 
Drive, Chicago. File folders, etc. 

Royal Index Tab Co., 62 Cooper 
Square, New York. Current informa- 
tion not available. 

Saf-T-Tab Co., 1123 El Retiro Way, 
Beverly Hills, Calif. File folders, in- 
cluding new design with protecting 
fold to cover metal fasteners, prevent- 
ing catching. 

The Shaw-Walker Co., 1950 Town- 
send St., Muskegon, Mich. Eight fil- 
ing systems (4 alphabetic, 2 numeric, 
1 subject, 1 geographic); two lines of 
filing supplies, including cards, card 
forms, guides, folders, labels, etc. 

The Smead Mfg. Co., Inc., 309 Second 
St., Hastings, Minn. Filing systems 
(“Tell-I-Vision,” “Super-System,”) in 
alphabetic and numerical breakdowns, 
file guides, folders (including “Cell-U- 
Weld Follow-Up Folders,” which have 
a built-in “tickler” system), tabbing, 
labels, file fasteners, etc. 

Charles C. Smith, Inc., Box 385, 
Exeter, Neb. Signals (including non- 
projecting “Smith-Klips” and_project- 
ing signals), “Opnwindo” movable 
steel guide tabs, label holders for 
shelf filing, a new label holder (“No- 
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Stoop”) for facilitating reading labels 
on bottom drawers from a standing 
position, cloth and paper stripping, 
leather tags, and index sets. 

Southern Folder & Index Co., 310 
E. Cedar St., El Dorado, Ark. “Dixie” 
line of folders (including expansion 
folders), posting machine guides, etc. 

Speed Products Co., Inc., 32-01 
Oueens Blvd., Long Island City, N. Y. 
“Koverlox” and “Speedway” file fast- 
eners, pressboard covers, folders, in- 
dex tabs, etc. 

Superior Printing & Loose Leaf Co., 
900 N. Franklin St., Chicago. Index- 
ing systems (“Tabbies”) for ledgers, 
manuals, directories, etc., with alpha- 
betic, numerical, monthly, and other 
breakdowns. 

Tab-Tex Corp., 3913 Second Ave., 
Brooklyn, N. Y. Current information 
not available. 

Universal Pad & Tablet Co., 15 Park 
Row, New York. Current information 
not available. 

Vevier Loose-Leaf Co., Inc., 2533 
Sullivan Ave., St. Louis. Current in- 
formation not available. 

The Victor Safe & Equipment Co., 
Inc., 315 Fourth Ave., New York. Fil- 
ing systems (“Visible Name,” and 
“Adjusto-O-Flex”), file guides, folders, 
inserts, “Mak-Ur-Own” index tabs, 
labels, etc. 

Wabash Filing Supplies, Inc., 309 
S. Wabash St., Wabash, Ind. (Sub- 
sidiary of Art Metal Construction Co.) 

The Warshaw Mfg. Co., Inc., | 
Main St., Brooklyn, N. Y. “Superdex” 
filing supplies, including folders, labels, 
tape, index strips, gummed reinforce- 
ments, guides, index cards, guide cards, 
tabs, etc. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago. File guides, folders, 
gummed labels, prong fasteners. (See 
also listing under The Cooke & Cobb 
Co.) 

Yawman & Erbe Mfg. Co., 1045 
Jay St., Rochester, N. Y. Line of 
guides, folders, cards, file pockets, 
labels, signals, file fasteners, file boards, 
arches, indexes, etc. Also, “Direct Name 
Alphabetical Filing System” and simi- 
lar systems for geographic, numeric, 
and subject filing. Other systems in- 
clude “Executive Personal Filing Sys- 
tem” and “Executive Data Control 
System.” 


Next Month: 


Microfilm Equipment 
Typewriters 
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through 


this typewriter 


pass 
the most beautiful letters 


in the world 


oan 


REMINGTON ELECTRIC TYPEWRITER 


Ftarut THE FIRST NAME IN TYPEWRITERS 
DIVISION OF SPERRY RAND CORPORATION 


Send for free booklet “Electric Typing Dividends” (RE8612), Remington Rand, Room 2024, 315 Fourth Avenue, New York 10, N. Y. 
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New..1956 


OFFICE 
GUIDE 


Just off the press! 292 
pages of ideas and equip- 
ment to ease and shorten 
office work. 


FREE to Purchasing and 
Office Executives. Request 
on business letterhead. 


“Built like 
Skyscraper" 


1 Largest Exclusive 

Maker of Office Fur- 

aH niture and Filing 
— 


Equipment in the 
World. 


SHAW-WALKER 


FACTORIES AND HOME OFFICE 
MUSKEGON 26, MICH, 


ALL-STEEL 
FOLDING 
CHAIR, 

six colors. 
Model #2600. 


Samsonit 
folding chairs are 
strongest...last longest! 


Samsonite folding furniture is 
smart, sturdy, wonderfully com- 
fortable. It lasts longest, saves 
money over the years! Most group- 
seating experts insist on Samsonite! 


= mae a Ts eae sesSs=  _ 

r Sewanter Bros. Public Seating Division, 

1 Dept. U-8, Detroit 29, Michigan | 
| Send Information [) Have Representative Call [j | 
{ | ] 
1 Organization. ee.) oe ] 
1 Address sil aioe a | 

ee 
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Also Makers of Somsonite luggoge, Cord Tables and Choirs 


Computers— 
(From page 44) 


coder to “speak to” the machine. 
Pseudo-codes were developed which are 
easy to remember and short in com- 
parison with the original machine 
coding. Library subroutines could be 
called in to save writing and trans- 
cribing time. The first advantage, 
then, is saving of coder’s time in pro- 
gram writing, and the saving of cler- 
ical time involved in transcribing this 
program to tape or cards or some other 
machine-sensible form in order to in- 
troduce the program into the computer. 


Technique learned quickly 


The second advantage is that these 
pseudo-codes do not demand detailed 
knowledge of the machine, and are 
easy to remember, so that they can be 
used by inexperienced coders after only 
a short training period. In view of 
the difficulties in getting experienced 
personnel, this can be a very import- 
ant point. A case is quoted in which 
a program was urgently required for 
classified work. It was, therefore, not 
possible for the people on the job 
to explain their problem to trained 
coders, and they themselves had no 
time available to learn the machine 
code. In two days, however, they 
were taught to use an automatic cod- 
ing technique, and using this tech- 
nique, they successfully coded and 
solved their problem. 

The third advantage is in the re- 
duction of errors, This comes about in 
two ways. Firstly, the coder is less 
likely to make mistakes in the use of 
the simplified pseudo-code, and sec- 
ondly, all subroutines called in from 
the library of tapes should have been 
thoroughly “debugged” and so should 
be free from errors. Thus, a completely 
error-free routine can be compiled by 
an inexperienced coder using the sim- 
plified pseudo-code and aided by the 
techniques of automatic coding. 

Against these advantages we have to 
balance the initial effort of setting up 
the automatic coding routines, and the 
subroutine library. This requires very 
experienced programmers and coders 
who will take advantage of every pos- 
sible device that the design of the 
computer offers to achieve efficient 
subroutines and coding routines. How- 
ever, this is a continuing job. If each 
installation has some experienced pro- 
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grammers, they will add each new 
routine, as it is encoded and debugged, 
to the library of subroutines for their 
own use and for the use of less ex- 
perienced personnel in the group. 

Another disadvantage is one which 
will vary for each application and has 
to be appraised for each installation. 
Work has been taken away from the 
coder, but this work has still to be 
performed in any case. By using 
automatic coding techniques, the work 
is thrown on to the computer. The 
computer has to translate pseudo<ode, 
has to scan libraries of subroutines, 
has to assemble programs, etc. The 
basis for a decision whether to per- 
form this work by people or machines 
is not then clearcut and the problem 
must be analyzed in terms of cost, 
time, etc. Using some techniques, 
gains of 60 to 1 have been made 
from a time viewpoint, but this gain 
is not as great when seen from a 
cost viewpoint. However, the general 
opinion of people who have used 
automatic coding techniques is that 
there has been a considerable gain in 
both time and cost. 


From one scientific application the 
following costs were obtained: 


(1) When coding by conventional 
means the cost of each completed and 
debugged instruction was approximate- 
ly $4.00. 

(2) When the problems were ex- 
plained by the people in charge to 
programmers using automatic coding 
techniques, the cost for instructions 
was reduced to approximately $1.10. 

(3) When the people in charge 
learned to use the automatic techniques 
for themselves the cost per instruction 
was further reduced to approximately 
$0.15. 

This is a spectacular cost reduction; 
it remains to be seen whether the same 
results can be achieved from commer- 
cial use of automatic coding techniques. 

To summarize, then, we have, on 
the positive side: 

(1) Savings of coder time in coding 
and keypuncher time in transcribing. 

(2) Possibilities of use by inexperi- 
enced personnel. 

(3) Reduction of errors in program 
preparation and in the formulated 
program, and on the negative side: 

(1) Work involved in the original 
setting up of the automatic coding 
routines and subroutines library. 

(2) The extra work thrown on the 
computer in translation, assembly, etc. 
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FISH WHERE THE BIG ONES ARE 


If you want to do big business, go where the big business ideas 
are! That’s New York—the world’s capital of business; national 
headquarters for most big companies. 

That is why the one truly national business show is held in 
New York—for New York is where most national planning and 
buying is done. 


NATIONAL BUSINESS SHOW 


OCTOBER 24th THRU 28th, 1955 


RUDOLPH LANG, Managing Director 
33 West 42nd Street - New York 36, New York * PEnnsylvania 6-6760 
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Most programmers maintain that 
the positive points far outweigh the 
negative and the trend of the manu- 
facturers and specialized programming 
groups is towards more and more auto- 
matic coding, with special attention to 
the possibility of such coding in com- 
mercial applications. 

Finally, it should be realized that 
programming is a dynamic technique 
and ideas which seem to be revo- 
lutionary today may be commonplace 
or even out of date tomorrow. 


Automation— 
(From page 33) 


ten-key model and in two full key- 
boards, with eight and eleven-column 
totaling capacities. The punch’s scan- 
ning unit can also be converted for use 
with other machines having smaller 
or larger totaling capacities. 
Development of an attachment that 
couples a Monroe ten-key adding ma- 
chine, and IBM key punch models 
024, 026, 031, and 016 to give immed- 
iate proof totals over keypunching has 


been announced by Systematics, Inc., . 


Hermosa Beach, Cal. 

The new unit, model 611-024, 
causes numbers entered in the adding 
machine to be automatically key- 
punched into cards. Associated indica- 
tive information is entered on the non- 
add, appearing in cards and on the 
adder’s tape but not affecting the 
adder’s total. 

The operator may also set up a 
routine in which the total of an addi- 
tion only, or totals and non-adds only 
are punched in the card. 

Systematics reports that automatic 
ciphering is another advantage of the 
Key-punch adder system. The attach- 
ment can accommodate any field ar- 
rangement; card fields to be filled may 
contain from two to ten columns each. 
The system will always fill the field 
regardless of how many digits are 
placed on the keyboard. 

Mistakes may be corrected by ac- 
tuating the keyboard clear lever. Num- 
bers entered in the adder do not ac- 
tuate the punch until one of the 
adder’s motor bars is depressed. 

According to the manufacturer, the 


attachment does not interfere with 
standard operation of either the IBM 
key punch or the Monroe Adding 
Machine. 


Moore gives automation course 


Moore Business Forms, Inc., is con- 
ducting a special training program for 
its sales staff in the latest developments 
in the automation of the office work 
flow. 

The program organized by Moore 
to enable its sales personnel “to keep 
pace with the rapid development of 
new high speed office machines and 
equipment and the need for providing 
the utmost in design, construction, and 
economy of form systems for modern 
automatic offices,” has already been 
taken by 120 Moore regional and dis- 
trict sales managers. 

The course, which takes four days, 
covers in addition to demonstrations of 
various types of new mechanical equip- 
ment, such subjects as: Making the 
Methods Study; Flow Charting; Pro- 
posals; High Speed Printers; Wire 
Transmission and Automated Data 
Processing; Relationship of Electronic 


Derma Stile 


3 poputar LABELING propucrs 


+ -- PERMA-STIK, the self-adhesive tube or strip-like label holder that is 
now open on three sides for greater utility. It will hold a card many 
times its own width. Very easy to use. 


FOR BINS AND SHELVES — Available in three sizes. 


PS-¥2 2 x 6  30¢ per ft. 
PS-% «60% x 6"  35¢ per ft. 
PS-1 1” x 6” = 40 per ft. 


FOR RING BINDERS 


i 
Smooth finished, durable metal ti livloid window protects and keeps 
labei clean. Neat uniform appearance —lasts indefinitely. 

SO-1 for 1” Ring Books... ...... $0.25 each 
$O-1'%2 for 1%” Ring Books....... -30 each 
$O-2 for 2” Ring Books......... -35 each 

SLIP-ON LABEL HOLDERS 

7, 

FOR POST BINDERS 

There is a Vinyl Plastic Label Holder for every type of open back binder. 
Will not warp or curl—made to Slip-On any size post. 
Sg a er $0.20 each 
SEE MEME 6c eck ctintireves as -25 each 
OS. ee -30 each 


OFFICE PRODUCTS, INC. 


\ 9920 Freeland Ave. 
West Coast Distributor: Arch K. Ansty, 171 - 2nd St., San Francisco 5 


Detroit 27, Michigan 
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October, 1955 


OFFICE MANAGEMENT 


i. i ee) 
a: 
» 
ier ot -fi 
Bi ; ; ~ 77d 7 : 
y ey, | 
is PS es | 
: a 
SAG . 


OFFICE MANAGEMENT 


Is it any wonder that every year more and 
more firms resort to Ozalid — to speed and 
simplify order filling, reduce errors, save 
time and work in invoicing or billing... 
and substitute for scarce clerical workers. 

The Ozalid system starts with a translucent 
order form, written or typed. On the order 
form are entered prices, terms, discounts, 
stock serial numbers, specifications, delivery 
instructions, and any other required data. 

Then Ozalid copies of the order are used 
for order filling, customer confirmation, shop 
or shipping instructions, packing slip and 
delivery order; and sent to credit, account- 
ing, inventory control, classification records. 
And Ozalid copies also serve as invoices. 
One order, written once, suffices for every 
step of the operation! 

Ozalid copies are made easily, quickly, 
cheaply. Just lay the translucent original 
over sensitized paper, and feed into an Ozalid 


handles sheets as wide as 16”, 


October, 1955 


BAMBINO (right) is the smallest, fastest, 
low-priced office copying machine; 

will make 200 copies an hour, on sheets 
as wide as 9”, for less than 114¢ a copy. 


OZAMATIC (left) is a table model, 


and can make up to 1000 prints an hour. 


do. million Ozalid copies 
of invoices—in 1955! 


... which represent more than a million hours 
of payroll time saved in a single year... 
plus expedited order filling and billing 


’ 
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machine. Ozalid will copy anything written, 
typed, printed, drawn. An Ozalid copy is 
made in less than a minute, and a letter size 
sheet costs less than 11¢. 

Ozalid reproduction is instant, clean, dry 
—no photography, developing tanks, dryers, 
machine cleaning or messy maintenance. 
And anybody can use an Ozalid machine. 

You can also Ozalid copy letters, reports, 
bulletins, statements, ledger sheets, records. 
For cumulative records or statements, add 
new entries on the original; and Ozalid 
copies serve as current reports. 

Ask the nearest Ozalid distributor (see 
phone book) to show you how Ozalid can 
reduce work and costs for your company. Or 
write 182 Ozaway, Johnson City, N. Y. In 
Canada, Hughes Owens Co., Ltd., Montreal. 

Oza.ip—A Division of General Aniline & 
Film Corporatione From Research to Reality! 


OZALID 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 98. 
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Computers to Automated Data Pro- 
cessing; Source Records and Auto- 
mated Data Processing; Forms Design; 
Forms Construction; Tape Filing 
Methods; and Automated Data Pro- 
cessing Case Histories. 

Automated Data Processing, in 
Moore’s definition, is the “continuous 
and integrated operation of data pro- 
cessing using automatic machines.” 


Conferences— 
(From page 29) 


ed to help determine action their com- 
panies should take with reference to 
automation of data processing. 

2. To obtain information about what 


Safeguard Your 
Business Secrets 


Now you quickly and easily destroy 
confidential papers and obsolete 
records right in your own office. 


NEW SHREDMASTER 


Bantam V0 


Portable shredding machine designed 
especially for office use, the size 
and weight of a business typewriter! 


por ernnme, 
eo 


¢ 
Your JOENTIAL 
PAPE iN WERE. 


The only office paper? 

shredding machine that 

destroys confidential pa- 

pers quietly and cleanly. 

Greater capacity, speed 

and safety than ever be- 

fore! Compact, modern %, SME OUTHERE. | 

design. Exclusive slanted 

gravity feed speeds shred- 

ding of paper in multiple 

thicknesses, tickets, cards, 

coupons and labels. Any- 

one can operate the 

Bantam 10. Safety throat 

— pesteane. Priced 

well within the budget of | cludes 10 day free 

= : weenee large or | trial details. Write 
all. “BANTAM 10” on 

Manufacturers’ guarantee. | your letterhead or 

Authorized dealers in | postcard, and mail 

most cities. today to: 


-Vie SHREDMASTER ‘7 ..,/. 


Manufacturers Of The Most Complete Line Of 
Office And industrial Shredding Machines! 


A Division of Self Winding Clock Co., Inc. 


* - 
*. o* 
eee 


FREE: 


Illustrated descrip- 
tive folder in- 


193 Willoughby Ave. Brooklyn 5, N. Y 


other companies are doing and how 
other executives are thinking about 
automation. 

3. To make a decision about whether 
their companies should consider an 
automation program now, or should 
wait until some future date. 

4. To determine what an automation 
program requires in the form of pre- 
liminary studies; to determine how 
long it takes to prepare for automa- 
tion; to determine how much an 
automation program might cost. 

5. To determine the scope of auto- 
mation for both the immediate future 
and the distant future; to determine 
how automation might improve data 
processing in their business; to de- 
termine whether it is likely that sav- 
ings can result, and what savings 
might be anticipated. 

6. To determine the policy problems 
that must be considered before pro- 
ceeding with automation; and the 
policy problems they will be required 
to handle after an automation program 
is under way. 

7. To determine the course of action 
for conversion to automation; to point 
out the risks in converting too soon 
or too fast; to point out the risks 
of waiting too long to convert. 

The conference will be held Novem- 
ber 14-15 at Chicago’s Shoreland 
Hotel. 


Speakers and their topics 


Some of the topics and speakers 
scheduled for presentation at the two- 
day meeting iclude: 

“What is Automation?” which will 
be discussed by Robert M. Smith, 
editor of Office Management; “An 
Appraisal of Electronics for Business,” 
which will be covered by John Hig- 
gins, of Arthur Andersen & Co., Chi- 


cago; “Automation and the Processing 
of Business Data,” which will be dis- 
cussed by Ralph W. Fairbanks, Fair- 
banks Associates, Greenwich, Connec- 
ticut; and “Automation Without a 
Heavy Investment in Equipment,” for 
which the speaker will be Dr. V 
Donald Schoeller, Wharton School, 
University of Pennsylvania. 

Charles B. Laing, vice-president, 
Prudential Insurance Company of 
America, Newark, N. J., will discuss 
“What is Automation’s Effect on the 
Organization of Business,” and J. N. 
Stanberry, vice president, Illinois Bell 
Telephone Company, Chicago, will 
talk on “What Influence Will Automa! 
tion Have on the Development of Per; 
sonnel Practices?” “Organization fo 
Conversion of Automation” will be the 
subject of a talk by Gordon Corey, vice 
president and controller, Common- 
wealth Edison Company, Chicago; and 
“Office Automation Plans at the Car- 
borundum Company” will be outlined 
by General Clinton F. Robinson, presi- 
dent, Carborundum Company, Niagara 
Falls, N. Y. 

All sessions will be general except 
on Tuesday afternoon, November 15, 
when those attending the conference 
will divide into six groups to consider 
specific applications of automation in 
their own particular types of business. 
The various general types of business 
which will be considered include manu- 
facturing, merchandising, insurance, 
financial institutions, utilities, and 
transportation. 

Registration fee for the conference is 
$150.00. Requests for registration 
forms for the full conference program 
should be made to “Automation for 
Senior Officers,” University College, 
The University of Chicago, 19 South 
LaSalle St., Chicago 3, Ill. 


and company 


The first and foremost name in 
paperwork and records manage- 
ment—serving corporate clients 
nationally. 


MANAGEMENT 
CONSULTANTS 


337 W. 27th Street, New York |, N. Y. 
LOngacre 4-2070 j 


58 N. E. SEVENTH ST., MIAMI, FLA. 
9-9018 
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"The Quiet Man” 


Keep the coffee-break in your control 


No revolver in sight—but 
he’s staging a hold-up, in terms 
of lost production time. This 
doesn’t have to be the case. 
Rudd-Melikian’s Kwik-Kafé 
system provides management with 
real control of the “‘coffee-break”’, 
and makes it build, not break 
down, worker efficiency. 


Employees take their “‘coffee- 


break”’ right in the office or plant, 
without leaving their work area, 
and lost time is cut to the mini- 
mum, Rudd-Melikian, Inc., leader 
in the field of “‘coffee-break”’ 
control, installs and services 
dependable dispensing machines 
that supply delicious Kwik-Kafé 
coffee and leading soft drinks at 
no cost to management. 


RUDD-MELIKIAN, INC. 


® 


CREATORS 
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There is a Rudd-Melikian dealer 
in most principal cities. Contact 
him, or write direct to us. 


You don’t have 5 
complete con- ge. 
trol unless 

you have 


Kwik-Kafé. 
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Rudd-Melikian, Inc. 

Jacksonville Rd. above County Line Rd. 

Hatboro, Pennsylvania 

Gentlemen: 

[| Please show me how to control 
the “coffee-break" with R-M 
dispensers. Booklet OM 3. 
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Matching— 
(From page 31) 


Assuming, then, that we have chos- 
en some factors for matching jobs 
and people, and that we're in agree- 
ment as to our scale of values, here’s 
what happens: 

Each job description is factor-valued 
in terms of the scale of 25 per cent 
(or 12% per cent) differences by a 
group of three to seven persons who 
are reasonably familar with the jobs. 
For instance, the job of widgit-tight- 
ener may be valued by the group as 
shown in Figure 1. 

The right margin of the lined-in 
portion in the figure is called the “job 
profile.” 

Just a few words about arriving at 
these values: 1) a three-to-four de- 
cision in a group of seven is weak; in 
fact, it’s really no decision— it’s best 
to strive for five-two or better. And it 
may be best to use no fewer than 
five people in a valuing group if 
possible. In arriving at values, it is 
perfectly possible that one person could 


come up with exactly the same, or 
just as accurate, a set of values as a 
group; but a group decision will al- 
ways stand a better chance of success. 
In like manner, the same valuing 
group (or if necessary a totally dif- 
ferent group) values the people who 
are available to fill the “widgit tight- 
ener” job. Odd indeed but true is the 
fact that profiles created in this way 
by groups who know the jobs and 
people with whom they are working 
always make sense. If the actual 
values are disregarded, and the pro- 
file margin followed, casting based up- 
on this technique always results in 
improved morale and productivity. 
What'll we use for factors? Any- 
thing you wish which meets the two 
criteria: ready recognition and easy 
measuring. Here are a few examples; 
look up their dictionary definitions, 
and from the hints you find in those 
definitions you'll be equipped to pick 
dozens of other factors if you wish. 
Just one caution: don’t use more than 
eight factors in total, and always use 
the same factors once you've started. 
The samples: 
Appearance — Manual Dexterity — 


Mental Activity — Emotional Balance 
— Mechanical Aptitude — Initiative — 
Physical Health — Physical Strength. 

Ready to match jobs and people? 
For all practical purposes, you are. 
But there are some pitfalls; for ex- 
ample: 

People who are high in one factor 
are often low in a balancing factor; 
if a profile shows the opposite, be 
cautious. For instance, extreme initia- 
tive and high social conformity don’t 
go together; nor do we often find 
great physical strength coupled with a 
high degree of manual dexterity (how 
many people can we recall who are 
“muscle-bound”? ). 

Some factors are coupled; that is, 
there’s a high degree of positive cor- 
relation between, for instance, manual 
dexterity and mental activity. 

These are only two pitfalls; examples 
of positive and negative correlation, 
they serve to emphasize that all’s not 
simple plain sailing. 

Yes, this technique works in hiring, 
too. You'll have the profile for the 
job, of course. Your personnel depart- 
ment will probably crop up with a 
fistful of tests which can be used to 


© High impact-strength silver-grey 
plastic case — blends with any 
office furnishings 
© Aluminum drawer for easy, 
smooth action 
© One-piece quick-set and release 
plastic follower-block keeps all 
cards erect 
° my wpe ~ keep cards in 
— -to-find 

Outside aia 4-3/4" wide, 
ue" deep, 9-1/2" long 
© 1,000 card capacity! 


A perfect gift for the busy ex- 
WA ecutive or housewife. Drawer 


panel may be imprinted with name or initials. 


* Satisfaction guaranteed. 
A product of 


LA JOLLA INDUSTRIES, INC. 


4606-16 Santa Fe Street, San Diego 9, California 
FOR MORE INFORMATION USE READERS' INQUIRY COUPON ON PAGE 9%. 


FILE 


important cards 
ina 
CARD CADDY 


business card 
may mean 

a lost sale, 
wasted time, 
needless trouble. 
End your 

desk drawer clutter— 
file business cards 

in CARD CADDY 

for easy reference. 


$350 
AT LEADING 
STATIONERS 
AND OFFICE 
OUTFITTERS 


OUTSTRETCH . . 


October, 


PLYMOUTH RUBBER BANDS 


. OUTLAST.. 


OUTSELY. -. 


ALL OTHERS 


@ We'll Make Them for 
Your Special Needs 


All Plymouth Standard Bands Made 
to Federal Specifications 


SOLD ONLY THROUGH RECOGNIZED WHOLESALERS 


PLYMOUTH RUBBER COMPANY, Inc., Canton, Mass 
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Another reason why Hammermill Bond prints better, types better, looks better 


IT TOOK A HAMMERMILL INVENTION AND *500,000 


—but now your Hammermill Bond is cleaner than ever 


OW YOU CAN sign your letters on 
Hammermill Bond with added pride. 
Hammermill Bond has always been 
scrubbed cleaner than a small boy going 
to a party. On its half-mile trip through 
our plant the pulp is washed and screened 
and bleached and washed again. That's 
why in the past you've found so few 
specks to mar its brilliant blue-whiteness. 
Now a Hammermill invention makes 
Hammermill Bond even cleaner than 
before. The equipment, shown above, 
gives our blended fibers one last “bath” 
just before they go on the papermaking 
machines. 


OFFICE MANAGEMENT 
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The pulp fibers are pumped, whirling, 
into those cone-shaped pipes. The dirt 
particles, being heavier, are flung to the 
outside and carried away so they can 
never get into the paper. That white 
froth you see is actually “dirty” pulp. The 
clean fibers rise to the top, are piped im- 
mediately to the papermaking machine. 
There they become paper for the cleanest 
looking letters you ever signed. 


This invention took Hammermill four 
years to develop, half a million dollars to 
install; a huge investment just to make 
your Hammermill Bond “cleaner than 
clean.” 


Yet it’s merely the newest in a long 
line of technological advances that 
make Hammermill Bond 1) print better 
—ask your printer, 2) type better—ask 
your secretary, 3) look better—see for 
yourself! Printers everywhere 2, 
use Hammermill papers. Many ) 
display this shield. Hammermill 
Paper Company, Erie, Pa. 

—yet 


\MMERAZ 
“ BOND a no more 


—and actually less than many other watermarked papers 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. 87 
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UNSIGHTLY MARS 
DENTS AND SPLINTERS 


Complely ‘ Chatented 


ON THE MODERN WOOD DESKS 
by the use of 


"HENSIWOO 


DENSIFIE 
FURNITURE COMPONENTS ® 


“Providing the Durability of Steel— 

—to the Warmth and Beauty of Wood” 
"“DENSIWOOD"* Knee-Space Posts Are 
Featured by Most of the "“Beter-Known” 
Makes of Wood Office Desks Today — 
Make Sure That the Desks You Buy Are so 
Equipped. U. S. Pat. Off. 


Reg. 
A propuct OC 
Lundstrom Laboratories, Herkimer, N. Y. 


How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


yy Gives Graphic Pictures—Saves Time, 
Saves Money, Prevents Errors 

yy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

yy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

vy Made of Metal Compact and Attractive. 
Over 60,000 in Use 


Full Frice $4959 with Cards 
FREE 24-PAGE BOOKLET NO. G-300 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West42nd Street © New York 36,N.Y. 


FOR MORE INFORMATION USE READERS' 
INQUIRY COUPON ON PAGE 9%. 


profile the candidate for employment. 
In fact, here is one place where the 
committee meeting will probably not 
fit in with the hiring schedule; so a 
personnel person ought to be desig- 
nated whose duty it is to administer 
and evaluate a battery of tests which 
will profile candidates. 

If you don’t now have tests in 
personnel, and want to look into them 
a bit, write to the Psychological Cor- 
poration, 522 Fifth Ave., New York 
18, N. Y.; California Test Bureau, 
5916 Hollywood Boulevard, Los An- 
geles 28, Cal.; or Science Research 
Associates, 37 West Grand Ave., Chi- 
cago, Ill. 

With care, competent advice, and a 
little industry, the application of the 
fundamentals which have been out- 
lined above should result in improved 
morale and productivity in any group. 
They've been tried and proven for 
many years in many organizations, and 
ther’s no reason why yours should 


be the first place they fail. 


Association News 
(Continued from page 38) 


Steel Div., U. S. Steel Corp., San Fran- 
cisco, for a paper entitled, “How 
Standard Costs Help in Managing a 
Steel Company,” appearing in the 
N.A.C.A. Bulletin; the second-place 
Silver Medal to John E. Rhodes, con- 
troller, Lighting Div., Sylvania Elec- 
tric Products, Inc., Salem, Mass., for 
a paper entitled, “How to Make Capi- 
tal Controls Work.” 


THE DETROIT Records Management 
Association has announced the follow- 
ing officers for 1955-56: President, John 
F. X. Britt, of the Ford Motor Co.; 
first vice president, Vernon L. Beal; 
second vice president, Warren A. Cook; 
recording secretary, Miss Clara Mc- 
Laughlin; corresponding secretary, Miss 
Grace Gardner; treasurer, Philip M. 
Fisher. 


THE CONTROLLERSHIP Founda- 
tion, Inc., research arm of the Con- 
trollers Institute of America, has an- 
nounced that J. McCall Hughes, vice 
president and controller, Mutual Life 
Insurance Co. of New York, has 
been re-elected president. Arthur L. 
Boschen, vice president and controller, 
Vick Chemical Co., and Harold A. 
Ketchum, vice president and comp- 
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troller, Fasco Industries, Inc., Roches- 
ter, N. Y., were named vice presi- 
dents, the latter for the second suc- 
cessive year, J. Howard White, finan- 
cial vice president, Shell Oil Co., New 
York, was elected treasurer, and Paul 
Haase, administrative director of the 
Foundation and managing director of 
the Institute, continues as secretary. 


Standard Register forms 
Pacific Division 
The assets of the Sunset-McKee Co., 
designers and printers of Sunset Busi- 
ness Forms, have been purchased by 
The Standard Register Co. of Dayton, 
Ohio. With the plants and facilities 
thus acquired, Standard Register has 
formed a Pacific Division, which has 
already begun operations, Barrett B. 
Klopfer has been elected vice president 
in charge of the new division, 


MTM conference to be held 
in Chicago this month 

The fourth Annual International 
Conference of the Methods Time Mea- 
surement Association for Standards 
and Research is scheduled to take 
place October 5 and 6 at the Congress 
Hotel, Chicago. Methods time mea- 
surement is defined by the MTM As- 
sociation as “a procedure for cost re- 
duction and production increase which 
gives predetermined time values for 
practically all motions.” It is consid- 
ered to be a relatively new approacl? 
in the field of industrial engineering. 


Luxury furniture— 
( Continued from page 62) 

Shown on page 66 are views in 
the new offices. The company occupies 
approximately 5,500 square feet in 
the Ridgeway Shopping Center, Stam- 
ford. Space allocation has been planned 
for maximum efficiency. The central 
location in the office floor is given to 
those individuals requiring privacy— 
junior executives, and others. Secre- 
taries to executives are located close 
to the men for whom they work; 
their desks are just outside the doors 
of the executive offices. In general, all 
employees were placed as closely as 
possible to the machinery with which 
they were to work, or to the people 
who were to supervise their activi- 
ties. 

The offices were planned and decor- 
ated by Itkin Bros., Inc., of New York. 
Lehigh furniture is used, and the par- 
titions are Arnot “Partition-ettes.” 
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THE BOSS SENT ME SHOPPING 
FOR A STAPLER TODAY! 


yo "| don’t want any of those 
dainty little jobs,” he said. 
"Just get me a nice big, 
rugged stapler... that 4 
can take it.” 


The clerk at the stationery store highly recom- 
mended an ARROW No. 2072. He said to tell 
the boss it has rugged durability and built of 
all-steel to last a lifetime. Also, that it has a 
precision-locked mechanism that's guaranteed 
against jamming and clogging. 


P.S. My boss liked it 
and told me | was a 
good shopper. 


Loads 210 
standard 
staples 


For myself, | bought an ARROW 
No. 105 Stapler. It's a little stream- 
lined beauty that does 4 jobs in one... 
It's a stapler, tacker plier and pinner all _s 
in one. A real bargain for the money. 


standard 
staples 


ARROW STAPLERS are recognized in modern 
offices everywhere for their OUTSTANDING 
QUALITY, REMARKABLE VERSATILITY and 
DEPENDABLE PERFORMANCE. Investigate 


natal > Arrow Staplers yourself today. SOLD AT LEAD- 
Economy- T-32 ~~ FI ING STATIONERS EVERYWHERE. 
Stapler Gun Tacker 


PIONEERS AND PACESETTERS 
FOR OVER A QUARTER CENTURY 


BRROW FASTENER COMPANY. (NC. 
ONE JUNIUS STREET, BROOKLYN 12, N. Y. 
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you need this 


BALL POINT ERASER 


5 THE 
-< BALLPOINT ~~ Brand 
Whldon Rofeils Snranan N 
No. 38 MADEIN USA. ew 
PeN-PENCE WELDON 
—= ROBERTS 


No. 38 BALL POINT ERASER 
For cleanly erasing ball point writing in today’s busi- 


ness. Made by the world’s foremost eraser specialists, 


for correcting written mistakes in ball point ink or ball 


point lead. Attractive green color. Handy elliptic shape. 


No. 121 ELLIPTIC 


Soft gray rubber, . Wt ELuUPtiC japo> ~ 
handy, “balanced” don. Roberts E nas Fe . 
shape. Excellent for RK ASA By 3s 
all-around use. For clean _ 


erasures of ink and typing. 


No. 2020 MASTER PINK 


86 © 
Soft pink rubber. The fin- ReP tic. 
est. for erasing pencil writ- NE ent eh ox F 


ing and for general cleaning. 


THESE ELLIPTIC-SHAPED MATCH-MATE ERAS- 
ERS by Weldon Roberts should be on every typist’s 
desk! Green, for ball point; pink, for pencil and 
cleaning; gray, for typing and ink. All three match- 
mated in the popular, handy, elliptic shape, for ease 
in handling, to meet every erasing need. This set of 
erasers is the champion time-and-temper saver for 
clean, fast correction of mistakes in business writing. 


Buy a set today at your stationer’s 
for each of your typists! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 
World’s Foremost Eraser Specialists 


\ 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. 


Leadership programs gaining 


PROGRAMS for developing future business leaders have 
been organized by more and more companies, according 
to a recent survey of management development activity 
in American industry. The survey entitled, Current Practice 
in the Development of Management Personnel, has recently 
been published by the American Management Association, 
330 W. 42nd St., New York. 

The report showed that 54 per cent of the companies 
interrogated have some systematic plan, program, or method 
to facilitate the development of people in or for manage- 
ment responsibilities. An additional 21 per cent of the 
responding companies, though without formal programs, 
have designated members of their organizations to guide 
or promote management development. In all, 88 per cent 
of the firms said they were giving regular attention to the 
problem. 

Evidence that this is a new trend in business is provided 
by the fact that more than 80 per cent of the programs re- 
ported in the survey have been in effect for ten years or less; 
more than 60 per cent of them are five years old or less. 
A 1952-53 survey, also made by the Association, showed that 
30 per cent of 1,954 companies surveyed by mail, and 48 per 
cent of 530 firms included in a supplementary field survey 
had management development programs. 

“A substantial increase in such activity over a two-year 
period would therefore seem indicated,” the AMA report 
says; “however, in comparing the results of these surveys, 
allowance must of course be made for the fact that the 
samples were not identical.” 

The new survey covered 460 companies of all sizes 
located throughout the United States. Forty-five per cent 
are durable-goods manufacturers; 31 per cent, non-durable- 
goods manufacturers; 5 per cent are in trade or services; 
7 per cent are financial and insurance firms; and 5 per 
cent are in other types of business. 

Forty-eight per cent of these companies have fewer than 
1,000 employees; 31 per cent employ 1,000 to 4,999 people; 
and 21 per cent have work forces numbering 5,000 or more. 

While all the management development programs covered 
in the study involve an orderly approach to the supply, 
maintenance, and improvement of management personnel, 
they vary a good deal in the specific techniques used, the 
report notes. Most common are conferences and group dis- 
cussions, coaching by the individual’s immediate superior, 
and periodic reviews and audits of performance. About 
a third of the companies use one or more of these three 
methods. 

Nearly a fifth of the companies with programs and 16 per 
cent of those without systematic activity make important 
use of psychological testing, the study shows. Some also 
use psychological counseling of supervisory and managerial 
employees. 

Other techniques reported include in-company training 
courses; job experience on a planned basis; systematic at- 
tendance at conferences and technical meetings at company 
expense; understudy or “assistant to” positions; planned job 
rotation and/or transfers; individual memberships in pro- 
fessional or technical societies at company expense; man- 
agement courses in colleges or universities and other outside 
company courses. 
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VICTOR VISIBLE offers proof 


Better Control of 
Your Business 


saves you time... 
saves you money! 


More than twice as fast... 


In actual tests, Victor Visible was more than twice as 
fast as the non-visible system when it came to finding 
and filing time. It saved 33%4 minutes of every hour or 
22% hours during a 40-hour week. Here’s a saving of 
56% working time. 

Costly executive time can be saved too by using the 
practical Victor Visible signals. Colored signals are 
easy to set and easy to see. Facts are yours at a glance. 

The kind of records you keep depends upon your 
business. The system you use is the money-saving 
secret. Whether you use standard forms or ones of your 
own design, the Victor Visible system will give you 
record efficiency in record time. 


Expanding Victor Visible 
Sections shown here grow with 
your business. Single slides 

are available for 5x3, 6x4 or 8x5 
card forms. Each slide contains 
approximately 50 pockets to 
hold 50 or 100 records. 

Add the sections you need <= . : “ee. 
when you need them. SS ia 


Here are 10 of the many spots in your business in which 
Victor Visible gives you more control . . . better control! 


4 Sales Records Ledger Records Production Records 


iV Stock Records Service Records Prospect Records 5 i< 
Credit Records Personnel Records Payroll Records . 
Machine Records 


See your Victor dealer or write to: 
J Ivicror SAFE & EQUIPMENT Wiiedteeee pete 


315 FOURTH AVENUE - NEW YORK 10, N.Y. 


DIVISION OF SPERRY RAND CORPORATION = ™ ‘ 
ie 
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Now nylon stops Catalogs, Booklets, Brochures 


| for the office 


. | 
- 
squeaks in BasSicK ».:. 
Art Metal Construction Co., 369 Broadway, New York. 
| 
chair control 


Folder, in full color, describing and picturing the Art 
Metal line of posture chairs. (1) 


Darkroom Cameras 
Robertson Photo-mechanix, Inc., 
3067 Elston Ave., Chicago. Technical 
booklet, The “320” Manual of Opera- 
tion, explaining use of “320” camera 
and its use in conjunction with various 
duplicating and copying processes, in- 
cluding xerography, offset, and stencil. 
| (2) 
| Office Layout Planning Kit ° 
Tab Products Co., 57 Post St., San Francisco. Planning 
kit, with ruled sheets and templates representing various 
| items of office machines and equipment, to scale, for use 
in planning office layouts. (3) 


Intercommunication Systems 

Kellogg Switchboard & Supply Co., 
79 W. Monroe St., Chicago. Four- 
page illustrated folder in color, on 
“Select-O-Phone” dial intercommuni- 
cation systems of various types. (4) 


Fans 
American Blower Corp., Detroit 32. Four-page catalog 
(Bulletin No. 7214) on Model B and Model E Ventura 
| Fans for commercial and industrial ventilation, including 
New nylon bearings make Bassick’s modestly | tables of performance data. TS) 
priced G-1000 tilting chair control safe, silent 
and maintenance-free. 


At one stroke the new bearings 


Compass Instrument & Optical Co., Inc., 104 E. 25th 
St., New York. Catalog of 64 pages describing domestic 
and imported drawing instruments and drafting supplies. 


(6) 


(1) stop squeaks and chatter 


(2) put an end to the messy job of lubricat- 
ing this area 


| 
Drawing Instruments 
| 


| Autographic Registers 


(3) eliminate metal-to-metal friction bear- | Egry Register Co., Dayton 2, Ohio. 
ings which often elongate and give a | Six-page folder describing Egry Elite Ai 
4 - . pag g gry 
chair the “wobbles. | Compak autographic registers for 
Close the books on your office chair mainte- | handwriting sales records, invoices, 


billing and shipping, together with de- 


nance budget by making sure your chairs have 5: ine 
scription of forms and supplies. (7) 


Bassick G-1000 Tilting Chair Controls—as well 
as ‘“Diamond-Arrow” casters, of course. Bassick 
controls are being used by leading office chair 


Dictating Equipment 


manufacturers. THE BASSICK COMPANY, Bridge- _ The Gray Mfg. Co., 521 Fifth Ave., New York. Folder 
port 2, Conn. Jn Canada: Belleville, Ont. providing details of the new Audograph V dictating ma- 
| chine. (8) 


Ave., New York 10. Inventory Control for Manufacturers, 
a Cen a 16-page illustrated brochure on the use of the Kardex 
visible system for inventory control, (9) 


~ : = . Inventory Control 
4 » we! assickK | Remington Rand Div., Sperry-Rand Corp., 315 Fourth 
sae 


~~ BD WANING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 
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Artwork Projector 
The M. P. Goodkin Co., 889 Broad St., Newark, N. J. 
Brochure on the Camera Lucikon Model A. (10) 


Floor Care 

S. C. Johnson & Son, Inc., Main- 
tenance Wax Dept., Racine, Wis. Il- 
lustrated booklet, How to Care for 
Your Floors, from the maker of John- 
son’s Wax, gives long-range and day- 
today maintenance programs for all 
types of floors. (11) 


Deposit Safe for Banks 
Mosler Safe Co., 320 Fifth Ave:, New York. Round-the- 
clock banking is discussed in a four-page color brochure 
which describes the Century day and night deposit safe. 
(12) 


Motorized Card Files 
Diebold, Inc., Canton 2, Ohio. Case 
history on the application of Diebold 
motorized files in the offices of Corroon 
& Reynolds, Inc. of New York. Folder 
is identified as form No. SL-0953-009. 
(13) 


Thin Papers 
Esleeck Mfg. Co., Turners Falls, Mass. Booklet contain- 
ing samples of numerous types of onion skin and manifold 


papers. (14) 


Order for your desk 
a time-saving 


DUX "COMBI" 


New combination Tape Dispenser 
and Precision Pencil Sharpener. 
Speedily sharpens standard and 
jumbo pencils or crayons—replace- 
able razor-sharp blades. Any small 
roll of any kind tape will fit into 
base up to %". The most o. 
tical desk gadget. No. 9559N 


See your stationer or write us 
direct. t Orders shipped promptly. 


FRED BAUMGARTEN 


Dept. Y-9, 675 Cooledge Av. 
Atlanta 6, Ga. 


‘The Man Who Wasn't! |: 


Called the meeting himself, too. WELL-APPOINTED 
..- ALWAYS 


Ask your stationer for prices 
WORK-A-DAY 


Moral: Use your Keith Clark Desk Calendar to arrive SCHEDULE-A-DATE 


at important business and social engagements 
© —calmly, efficiently, and socially relaxed. The Calendars that work for you. 


Y Keith Clark, Ume., 130 west 42nd St, New York 36, W. ¥. 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 


EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 

Mr. Stationer, recommend BEACH'S 
to your customers. They are now 
more important than ever! 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich. 


; DESIGN 
por pesies 
DIE 

MAIL US YOUR. LETTERHEAD 


PROOF MAILED PROMPTLY 
NO OBLIGATION 


DEWBERRY ENGRAVING CO. 


801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA — 


- 
America’s Largest Engraver of Fine Stationery 


WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS.............. el #7200, 7800, M-215, M-222, M-235, M-806 
BURROUGHS—SENSIM ries no cesaveesceetreeanesiel F100, F200, poy a 
NATIONA ae | REGISTER iD. sons cieneambnaia #1500, 1900, 


2600, 
N.C.R. OOF ANALYSIS. . ee, * (135), mS is oe 


7 OL” eee Bn 8 £3—40,000 
N.C.R. INSTALLMENT POSTING. . ‘gaza0e ( UP), wee Mae! (ez) (630) 


= | Nees” 8BI—10—I0 (18) 20°° $4, 700,000 & over 
SEE ou on oradpucdvesnavacagnnesescaceeaee szeaast «ino 000 & over 
TS cr int ct ecnsishebse sapacekapeseacannhainll 000 & over 
BRANDT COIN MACHINES—Model.......... $60, 61, 100, for, 150, 200, 201 
EE, Gand «dvcatesavendbibekacsbscusadbuanemesiuenel Size 5x8 only 


Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 
Dept. 3M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 


NEW NOBLE PHONE BRACKET 


This new Noble Phone Bracket keeps your tele- 
phone out of the way, yet ready for instant use. 
It increases the working area of your desk 
thereby contributing to greater efficiency. 


Our new £600 bracket firmly holds all three types of phones 
now in use by the Bell System. 


Write for prices 


NOBLE BRACKET CO. 


3322 Boston Avenue Oakland 2, Calif. 
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_ Model J-60 Two-way Plier 
features both temporary 
and permanent fastening 


TRADE MARK 


STAPLER CLICKS 


— IT CLICKS TO THE EAR 
—it CLICKS WITH THE EYE 
— AND IT CLICKS IN THE HAND 


No pounding with Neva-Clog—ever! It's the 
smooth-acting, trouble-free, portable, quiet plier- 
type Stapler that CLICKS with everybody. 


N-C stows away, nicely compact and flat, in shallow 
desk drawer...in steno’s desk-well...in briefcase, 
purse and even hip-pocket. Yet it's always handy 
for dependable stapling year-in-and-year-out. | 


N-C works best in the office...on the road...in 


the shipping room, store, school and home. It 
just CLICKS — everywhere! 


NEVA-CLOG PRODUCTS, INC. 


Bridgeport 1, Connecticut 


0. H. Davison & Co.—Pacific Coast Rep., 
609 Mission St., San Francisco 5 
Canadian Staples Ltd.—Montreal, Toronto, Winnipeg, Vancouver 


C4 
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ADVERTISERS’ INDEX 


A 

Acco Products, Inc _. 

Agency—La Porte & Austin, Inc. 
Ace Fastener Corp............. 

Agency—The Vanden Co., Inc. 
Addo Machine Co., Inc. 

Agency—The F. W. Prelle Co. 
Allen Business Machines, Inc., 


Agency— Wesley Aves &A ssociates, 


Inc 
Alliance Rubber Co 
Agency—Art Lloyd Co. 
American Telephone & Tele- 
wae, ere 
Agency—N. W. Ayer & Son, Inc. 
Arnot-Jamestown Div. Aetna 
Steel Products. 
Agency—Alfred J. Silberstein, Bert 
Goldsmith, Inc. 
w Fastener Co., Inc 
Agency—Edward Sigler Adv. 
Art Metal Construction ba 


Agency—Comstock & Co. 


B 
Baltimore Salesbook Co ....... 
hla ansant, Dugdale & Co., 


Bonkers SE ree 
Agency—Frank <. Jacobi Ad. 
Pe Gin WD... 2 ko bscccacd 
Agency—James Thomas Chirurg Co. 
Baumgarten, Fred 
Agency—J. Howard Allison & Co. 
Beach Publishing Co........... 93 


Cc 
Challenge Machinery Co., The 68 
Agency—Illinois Simmonds & Sim- 
monds, Inc. 
Clark, Inc., Keith........ 
Agency—Laux Advertising, Inc. 
Connecticut Telephone & Elec- 
tric Corp 
Agency—The Haydon Co., Inc. 
Cramer Posture Chair Co., Inc. 44 
Agency—D. L. Goldsberry & Co. 


D 
Dage Television Div. Thompson 
Se TID... bv sn cee see 72 
Agency—The Griswold-Eshleman Co. 
Dependable Mfg. Co 
Agency—- halerane & Roll Adv. 
Dewberry En pattng Co 
Dick Co., A A.B 14 
Agency-—Fuller & & Smith & Ross, Inc. 
Ditto, Inc 10 
Agency—Tim Morrow Ado. 
Dixon Crucible Co., Joseph.... . 
Agency— Fletcher D. Richards, Inc. 
Du Pont de ae & Co., 
eS eae ee 1 
Agency— . Barton, Durstine & 
Osborn, Inc. 


E 
Elbe File & Binder Co., Inc..... 55 
Agency—Kenneth L. Nathanson 
Assoc. 
Esterbrook Pen Co., The 
Agency—The Aitkin-K ynett Co. 


F 
Faber Pencil Co., Eberhard..... 41 
Agency—Anderson & Cairns, Inc. 
Felt & Tarrant Mfg. Co. (Comp- 
tometer Div.) 
Agency—N. W. 


Ayer & Son, Inc. 


G 

GR Products, Inc 

Agency—Norman-Navan, Inc. 

Globe Wernicke Co., The 2 
Agency—Strauchen & McKim Adv. 

Graff Co., George B............ 

A vy Eddy-Rucker- Nickels C 0., 


Gengiiie Systems. 
Agency— Diener & Dorskind, Inc. 
Guide System & Supply Co..... 57 


H 
Haloid Co., The : 
Agency- Hutchins ‘Adv. Co.. 
Hammermill Paper Co 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 
Harter Corp., The 
Agency—Lamport, Fox, Prell & 
Dolk, Inc. 
i ee eer eee 
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CLASSIFIED ADVERTISING 


Rates are 5c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 
WANTED—ALL TYPE OFFICE Machines, Filing Equipment, Office 
Furniture, Kardex, Acme, Postindex. Will exceed a manufacturer's 
trade-in allowances. Waite Wire. National Office Equipment Co., 429 
Broome St., New York, N. Y. 


MULTIL ITH, VARITYPERS WANTED. °}".. ——- 
Fonts: get list. Adams Co., 656 Broadway, N. Y. 12, N. 


REMINGTON RAND PUNCHED CARD and Tabulating Equipment 
wanted in working condition or separate wiring units. O. M. 197. 

PAY ROL L ACC OUNTING MAC HINE—Burroughs No. B213523. Like 
new condition, used one year. Valuable supply forms included. Uni- 
versal Match Corp., Box 526, St. Louis 3, Missouri. 


Type 


WANTE D—1000 Used Underwood, Remington, Model No. 10 Noiseless 
Typewrite rs Immediately for cash. Crown, 1011 Bleury, Montreal, Que. 


WANT ED late “model “Wheel Type or Keyboard” Graphotype for “E” 
Style Plate. ust be in excellent working condition. No dealers. Susque- 
hanna Waist Cc o., U pland, Pa. Chester 4 4 “4241. 


WANTED late model Remington Rand Model 85 or Model 285 Book- 
keeping machine. Must be in excellent working condition. No dealers. 
Susquehanna Waist Co., Upland, Pa. Chester 4-4241. 


Positions Wanted 


EXECUTIVE WITH 14 YEARS experience with leading loose leaf 
manufacturer as merchandise manager and _ sales een interested in 
opportunity with dealer or manufacturer. OM 205 


OFFICE MANAGER, now employed, 19 years experience, large com- 
anies, huge mail volume, systems improvement, personnel, purchasing. 
ow in Chicago area, will relocate. O. M. 206. 


Positions Available 


WANTED—Record Manager to take charge of classification, filing, 
storge, disposition, microfilming and producing for use of records of a 
large corporation in the Rocky Mountain Area. Requires experience in 
records analysis and system installation, preferably for a public utility, 
and ability to direct others. Address reply to OM 204 


Business Opportunities & Services 


PHOTOSTATS: MATTE: 8%” x 11” .20; 11” x 14” .30; 14” x 18” .40; 
18” x 24” .80; Glossy: 8%” x 11” .30; 11” x 14” .60; 14” x 18” .80; 
18” x 24” 1.80. Prints made back to back. Work returned same day as 
ty te a on request. Standard Repro. Co., 135 W. 22nd 
Sty ie Be Ble 


TOP EXECUTIVES in Metropolitan New York look to Barkman Office 
Equipment Service for top-flight furniture refinishing, file cabinet over- 
hauling and re-spraying. Call REctor 2-2627. Barkman Office Equipment 


Service, 5 Beekman St., N. Y. 38, N. Y. 


WE DESIGN, EDIT—and Produce House Magazine for business organ- 
ivations in the East—employee or external. We perform all editorial 
functions— see issue through to completion. Also skilled in preparation 
and presentation of office reports. Kim Darby & Assoc., 5 Beekman St., 
New York 38, N. Y. 


Office Managers! Purchasing Agents! 


Do you have idle office equipment for sale? 
The classified section of OFFICE MANAGE- 
MENT can be of service to you. Our closing 
date is Sth of month preceding publication. 


OFFICE MANAGEMENT, 212 Sth Ave., N. Y. 10, N. Y. 


USE INQUIRY COUPON © 
NEXT PAGE 


 —_—_—_——___ 


INSTANT, AUTOMATIC, 
ADJUSTABLE... 


... and costs no more ! ! ! 


Again Dependable's exclusive INSTANT, AUTO- 
MATIC ADJUSTABLE feature leads in office equip- 
ment. Both stand and chair have NEW plastic Phen- 
olic Base. You pay no more—yet, you get greater 
comfort and far more efficiency! Ask your dealer 
for free trial. If dealer not available, write — 


DEPENDABLE MANUFACTURING COMPANY 


New Factory at Bellevue, Nebraska 


FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9. 
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UNITED COMMUNITY CAMPAIGNS 
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INQUIRY 


SERVICE 


For subscribers to Office Management 


Get more information quickly... easily on 
New Products...New Catalogs...Helpful Literature 


This service is provided for your con- 
venience in obtaining complete infor- 
mation on the new products reported 
in the editorial pages and in the ad- 
vertisements of this issue. Use this 
form also to obtain manufacturers’ 
catalogs and other aids reported in 
this issue. New products reports, 


catalog offers and other aids all have 
numbers assigned to them in bold 
face type wherever they appear in the 
editorial columns. Advertisements are 
identified by their respective page 
numbers. Fractional advertisements 
are further identified by the initials 
of the advertiser. 


Simply circle the respective numbers in coupon below! 


Just circle the numbers on which you want further information; fill in your 
name and address below, tear out and mail to Office Management. Our office 
will forward your inquiries promptly to the respective companies concerned. 


Send off this blank ... for prompt service 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


Please forward to the respective companies, our request for further in- 


formation on the items we have circled below. There is no obligation to us 
for this. We understand this is a service to us as a subscriber. 


OCTOBER 1955 ADVERTISEMENTS OCTOBER 1955 CATALOGS 
(Circle respective page numbers on which ads appear) (Circle respective item numbers) 

2nd Cover 40 65 84 SC 1 6 ll 

3rd Cover 41 66 84LC 2 - 12 

4th Cover 42 67 85 

3 43 68 86 LJI 3 8 13 

eo) 69 86 PRC 

6 45 70 87 ‘ ° is 

7 51 71 88 LL 5 10 

8 53 VSF 72 88 GS 

9 53 GG 73 89 

10 55 BBC 74 90 

ll 55 KC 75 91 

12 55 EFC 76 92 

14 57 WOIL 77 93 FB 

15 57 GSS 78 GRP 93 KCI 

16 58 RK 78 MCC 93 DE 

17 59 79 93NB 

18 60 80 SW 93 BPC 

19 61 80 SB 93 PC 

20 63 81 94 

22 64 API 82 95 DMC 

39 64 HC 83 95 RF 
IT hie nicrik aainas43 4 cde he aeidae ee siemens +4 ap ieee WO. c:0 a cbheie thas 60% 
NDT 6 ash.x sweats vad PA CEO GUN aA eins ah. cheatin’ +s teaeswsede ene 

October 1955 Issue. 
SOR tt ee. CR Te ee Oe eee er er eer Office Management 
This inquiry form good 

COU incon nebo5n 00506 venduaende<snndapenacsyhanenls eee SRABE. occ ccsvcvece until Noy. 15, 1955. 
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Art Natal 


JOB FITTED @Cesks and chairs 


engineered and organized (0 LOWER THE COST OF OFFICE WORK 


@ “Dead” space eliminated = Can you imagine a more effective way to The ultimate in styling, comfort, and con- 
@ All work-needs are within Step up office work production than mak- venience, Art Metal Desks and Chairs 

arm's reach ing it easier for desk workers to get things are functionally designed to make offices 
@ We move tatigue aus to done? Art Metal Steel Desks and Correct function better. This means results in time 

ciated Gaetan Seating Aluminum Posture Chairs enable savings . . . and savings in floor space ... 
you to do this because they are fitted to of such proportions that their investment 
the job function of each work station cost is often repaid in anywhere from 18 
throughout the office. to 36 months. 


@ Work gets done taster 
—more efficiently 


Functionally designed to make offices function better/ 


At your Art Metal Dealer or Branch Office— 


(see the “yellow pages” in your phone book) For 67 years i 
: : the hallmark ; 
or write Art Metal Construction Company, ie ccthneen 
Jamestown 10, New York. in office 
equipment 


and systems 


© A. ™. Cc. CO., 1955 
GENERAL OFFICE AND EXECUTIVE DESKS - CORRECT-SEATING ALUMINUM OFFICE CHAIRS - FILING EQUIPMENT - WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX CABINETS AND SYSTEMS 
FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. 
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High-Speed, simple 9 : a fe - ss 
ten-key operation 2 oe 


People in your business who’ve been 
using adding machines for years tell 
us they’re amazed by the Under- 
wood Sundstrand. It’s the fastest, 
easiest machine they’ve used. And 
tests prove it’s the most dependable. 


UNDERWOOD 


%, 


ONE PARK AVENUE, NEW YORK 16,N.Y. 
FOR MORE INFORMATION USE READERS’ INQUIRY COUPON ON PAGE 9%. 


LG. 
UNDERWOOD 


aS 
5 gu 


= 


Underwood Sundstrand representa- 
tive or write to Underwood Corpo- 
ration, Dept. D-17, One Park Ave., 
N. Y. 16, N. Y., for a five-day FREE 
trial. Use it in your own office on 
your own work with your own oper- 
ator. There’s no cost or obligation. 


CORPORATION 
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